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CORRESPONDENCE HANDBOOK

FOREWORD

Uniformity is essential to efficient correspondence
operations. It prevents confusion and misunderstanding
and thus speeds the production of work, Faster training
and increased utilizstion of personnel alsoc result. This
Handbook provides for this standardization in the prepara-
tion and handling of Agency memoranda and letters.

The standards prescribed were not selected arbitrarily,
They were adopted from many tested systems and in considera-
tion of Agency-wide preferences and needs. The rules are
relatively simple, However, some study will be necessary
if they are to be mastered. Our correspondence gtandards
will be revised when necessary. Suggestions for their
improvement are always welcome. '

Certain correspondence originated by the Clandestine
Services or other components of the Agency may require the
use of sterile paper or specialized formats and procedures
not covered in this Handbook. In such cases, the security
of the operation or nature of the correspondence will govern
the procedures and style standards to be used.

SEORET-
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CORRESPUNDENCE HANDBOOK -

' FOREWORD

Iniformity is essential to efficient correspondence
onerations, It prevents confusion and misunderstanding
and thus speeds the production of work, Faster training
and increased utilization of personnel also result. This
Handbook provides for this standardization in the prepara-
tion and handling of Agency memoran%g and letters.

W

The standards prescribed were not selected arbitrarily.
They were adopted from many tested systems and in considera-
tion of Agency-wide prefercnces and needs. The rules are
yalatively simple. Towever, some study will bo necessary
i1t they are to be mastered. Our correspondence standards
will be revised when necessary. Suggestions for their

- improvement are always welcome.

SM_,

-Gerbain correspondence orilginated by the Clandestine
services or other components of the Agency may require the

~Faaa . use_ofysberile paper or speclalized formats and procedures

not covered in this Handbook., In such cases, the seccurity
of the operation or nature of the correspondence will govern
the procedures and style standards to be used.
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Correspondence Handbook

INTRODUCTION

A, PURPOSE

Uniformity is essential to effective records
management practices, and thus is basic to efficient
correspondence administration, Uniformity is a
vital element in the CIA records administration
program. Unlformity prevents confusion and misunder-
standing in the implementation of procedures and thus
speeds production. Uniformlty means easier and fagter
training and recall and increases benefits through
more effectlve personnel utilization., The purpose of
this Handbook is to provide for such uniformity in the
preparation and handling of Agency memorands and letters,

B. SOOFE

The Handbook covers only memorands and letters
of a common concern to gll Agency components, Any
special correspondence requirements are provided in
various supplements, Regulations for these gpecial
types of correspondence are issued by the Agency com-
ponent involved. Egch Agency component is to establish
intra-office procedures and correspondence control sys-
tems, Such a program is under the direction of the
records management officer. All suggested changes and
revisions to the Handbook should be referred for review
and analysls to this records management offlcer in the
component and then to the CIA Records Administration
Officer, '

C. FORMAT
The material has been arranged in the order which
it would be considered by the writer or typist. Each
"Part" is followed by illustrations of the forms and

and formats described in the text. The Handbook is in
loose leaf form to allow insertion of changes.

SEEREF

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2



Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2

Correspondence Handbook

HTRODUGTION

4, PURPOSE

Uniformity is essential to effective records
management practices, and thus is basic to efficient
correspondence administration, Uniformity is a ﬁ;f
vital element in the €f4 records administration
program, Uniformity prevents confusion and misunder-
“standing in the implementation of procedures and thus
specds production. Qg;formlty means easier and faster
training and recall, I& increases benefits through
more effective personnel utilization., The purpose of
this Handbook is to provide for such uniformity in the
preparation and handling of Agency memoran@g and letters,

A
B. SOOFE
IV

The Handbook covers only memorandd and letters
of a common concern to all Agency components, Any
special correspondence requirements are provided in
various supplements. Regihlations for these special
types of correspondence are issued by the Agency com-
ponent involved, = Each Agency component is to establish

intra-office procedureu and correspondence control sys- zyn&ﬂ~zk

tems, Such a program is under the direction of the cowy
_Iecords management officer, A11 suggested changes and
revisions to the Handbook should be referred fer review
and analysis to th¥¥ records management officer in the
component and then to the CIA “Records Administration

Officer,
ﬁrJE
.!;47‘\ f//;l.—:;f ;J {

S
The materialnhas been arranged in the order which
it would be considered by the writer or typist. Each
"Part" is followed by illustrations of the forms and
and formats described in the text. The Handbook is in
loose leaf form to allow Insertion of changes.

C. FORMAT
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PREPARATION OF MEMORANDNMS

A. General

Mcmorandy Ha
agencies. The

used for cQrresponflence

- 10 U. 8. GOV EN'L, M MORA / :
(/l s ngte m aragya he Or'rt j

1al m ith other agenme
" 132 MEMORANDUM OF CONVERSATION, to record

i? .8 Use Form 1831, SPEED LETTER, a three-part form, no carbon
required paper for simplified informal communications within the
Agency.

C. Copies Required

1. Copies should be kept to a minimum. The official record copy
should be prepared on yellow tissue. Generally, preparation will be:

Original — addressee

Tissue — courtesy copxes (as necessary)
Yellow tissue — yellow e -officigl record copy
White tissues for — each information addressee,

— coordinating officer(s)
— (two if signer is DCI, DDCI, or DD/S)
—any additional copies as hecessary for internal

distribution
. Blue or green tissues — chronological copy for originator
Loy °8 YMS
2§Memoxanda\fop intra=offlce use may be reproduced by fast
copy machine process, but memorand?' for forwarding outside the

At

1
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Parr I j \ PREPARATION OF MEMORAND@!f M

‘must be prepared by typewriter, or on a
aster. Memorandf reference@ may be

o 5

the text ﬂush with the'wi d “SUBJECT.” Allow at least one inch for

the margin at the rlght side and at the bottom of the page. Margins

on the succeeding pages will correspend with those of the first page. .
T¥ ing will begin ten or twelve lines from the top of the page. ~¥hem /?} 4
ue\i\.gpmqnalﬁorm 10, the left-margin will be set. even with-the:
ﬁtsh_wem after- tl*{e preprmted | word, “SUBJECT.” Margins Q!fz
~the sueceedin pages ichQ,rresand with those of the first page.

D. Margins Q\
When usiﬁ‘g““"p i,n\}i)rggr Agency letterhead, set the 1eft margin of

B~

The‘ date will be left blank when the memorandum is to be signed
in apother oiﬁce, or when it is not to be signed the day it is typed.
It the date is included,- type it flush with the right margin about
nine lines from the top of the‘page The date may be either typed
or stamped. It is expressed in the following sequence: day, month,
and. year—as 30 November 196L

' 7.

Pmted States Government Memorandum
y and DATE lines are preprmted Typmg ,

A & - :
# El 2 &~
i 4 §of

i / C
; ¥

Di ector of Logistics

evlsion of .dated 1 Januaf; fsso Ea
” v Iy
emo dtd. 15 J ec qf from Dir. %rs. to D% same
subject Lt

! ‘/2’ When using letterhead or plain bond, the date is placed accord-
ing to the length of the memorandum flush with the right margin, if
it is to be entered. Five spaces below the date line the headings
MEMORANDUM FOR, THROUGH (as appropriate), ATTENTION
(as appropriate), SUBJECT, and REFERENCE (s) are typed in caps,
flush with the left margin. The addressee, the subject and the

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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- 1in] are ’typéa 1T lower case with initial ¢ap3 two lines -
m “Example:
/ MEMORANDUM FOR: : Deputy Director for Support
i
|, THROUGH : Director of Logistics

it SUBJECT

Request for Additional Space—Headquarters

(a) HR dtd 1 Apr 62 25X1
(b) HR dtd 9 May 62

- REFEREN(ES

. '9'/!8‘ A memorgidym may be prepared for multiple addressees. The
¢ addressee memorandamﬁ encouraged to minimize
hdividual correspondence, The addressees are listed
MORANDUM FOR” or “TO.” Example:

MEMORANDUM

preparation o

_following “

ROR: Dlrector of Finance
\,- Setor-ot Persormnel .
Divgctor &f- Loglstics

Space Allocation for the
Office of Communications

4 If therg isgot enough space for the names of the addressces,
‘ type “see lisp~helo¥’ and list the addressees flush with left margin
two spaces below the title of the signing official or the attachments.

Example:
Q Official's Name
) Director of Communications

. If the lismm,gtiple addressees is extensive and space at the
end of the correspondence is limited, the listing may be made on a
\ separate page properly identified.
“? . The format for a speed letter is preprinted. The contents of
this form may be typed or handwritten. It is used for informal,
internal correspondence.

G. Body of Memorandum

1. Begin the body of a memorandum four lines below the subject
line or reference line. Paragraphs are numbered and single spaced
unless there is only one paragraph which is eight lines or less. If
the memorandum is two or more paragraphs in length, primary para-
graphs are numbered consecutively, with the Arabic numerals, and

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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Part 1 . PREPARATION OF MEMORAND‘@/M

subparagraphs are indentiffed alphabetically and numerically. The
pattern for paragraphing i$ as follows:

1.

(1)
(a)

2. On a memorandum afddressdd to the DCI, DDCI, or the Deputy
Directors of the Agency domporjgnts, the opening paragraph shall
be worded to clearly indicate whether the memorandum is for infor-
mation only, suggests actione: the part of the addressee, or contains
a recommendation for appr The suggested action or recom-
mendation may be included eXher In~the opening paragraph or in
subsequent paragraphs.

3. When the memdsanddm ComNains a recommendation for ap-
proval, which requires aStion by an 8fjcial other than the addressee,
these words will bg typedén the ori and all copies below the

signature:
The recommencontained in paragraph(s)—is (are) approved.
Ldisigre b fallls ., line for the addressee’s signature}aﬁd date -
Jigo- 0t & dufe bt )

4. Short quotations of less Than two lines are run into the text,
enclosed with quotation marks. Longer quotations are indented five
spaces from the left and right margins; quotation marks are used.

H. Succeeding Pagey

1. Plain stationery is ‘®jways used. Succeeding pages are num-
bered with Aralbfc Wumeral¥Jcentered three-fourths inch from the
bottom of the page.

2. Begin the ‘dy 0} the memqrandum eight or ten lines from the
top of the page.

3. If the body of theJemorandum is completed so near the bottom
of a page that there is nio-room for the signature, at least two lines
of the last paragraph are carrRd over to the last page with the
signature.

I The Command (or Authority) Line

The command line is used only when the individual signing the
memorandum has been delegated the authority to do so for a higher
_ official_JCiffipials SIBAING gt ), 2 PHyss; FOR THE DIRECTOR,.
(__OF {appropriate title}§ /:4%The command line is typed in caps two
lines below the Tast line of the text flush with the left margin, fol- !
lowed by a colon. ( L4, 4 -

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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Part I Preparation of Memorandums

bty /-

alphabetically and numerically. The pattern for paragraphing is as
follows:
1.
=A
(1)
(a)
1.
a.

2. On a memorandum addressed to the DCI, DDCI, or the Deputy Directors
of the Agency components, the opening paragraph shall be worded clearly
to indicate whether the memorandum is for information only, suggests action
on the part of the addressee, or contains a recommendation for approval.
The suggested action or recommendation may be included either in the open-
ing paragraph or in subsequent paragraphswWhieh paust e 5[‘33\"9'6‘ edh

3. ‘When the memorandum contains a recommendation for apppoval, which
requires action by an official other than the addressee, these words will
be typed on the original and all copies below the signature:

The recommendation @%; contained in paragraph_jg}ﬁﬂgis §ﬁ§§§‘approved;
(A line for the addressee's signature and a date line ! &g pfiovid €4 .
{

L. Short quotations of less than two lines are run into the text, en-
closed with quotation marks. Longer quotations are indented five spaces
from tbe left and right margins; quotation marks are used.

H. BSucceeding Pages

1. Plain stationery is always used. Succeeding pages are numbered
with Arabic numerals, centered three-fourths inch from the bottom of the

page. :

2, Begin the body of the memorandum €8N ot FWEVE lines from the top
of the page.

3. If the body of the memorandum is completed so near the bottom of
the page that there is noveoom for the signature, at least two lines of
the last paragraph are carried over to the last page with the signature.

I. The Commend (or Authority) Line

The command line is used only when the individual signing the memor-
andum has been delegated the authority to do so for a higher official.
The command line is typed in caps ¥We lines below the last line af the

text flush with the left margin, followed by a colon/ (e.g., FOR THE
DIRECTOR OF (appropriate title)? ), £

Fi

/
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3. Typc the word, “Distribution,” two lines below the last typed
line of the memorandum, i.e., the signature, attachments, etc. Be-
low, list the original and copies as:

Distribution:

Orig & 1-— Addressee
1—0L -RMS (yellow official record/copy)
1_0L _0s
2—DD/S
X — as required

N. Identification of Originator

1. The identification shall consist of thefsymbol for the originating
office, the writer’s name, the typist’s ipit{gls, and the date the memo-
randum was prepared. The identifich{ion is to be typed only on
copies retained in the Agency, and be flush with the left
margin two spaces below theAast typel line he following manner:

_01-08: [ tu(1s Nov f#- %

2. When the originatoy feels Spme/dis¢gssion may be ‘necessary
before the memorandumy igned;-his teléphone number may be
shown immediately aftéy the typist’s initials sdparated by a diagonal
(/2345). \

1. If the memorandum fontains fclassified informatibn, the proper
¢ xedelassification il be stgg’ at the center top and bottom of each
page. / : .
2. Other irjdicators, such Groap 1, or warnings shall be stamped
at the bottom of the first pags.g z;allj(copieszf.

P. Concurrence

es are needed, special concurrence lines will be
provided. These wil l% hown by typing concurrence flush with the
left margin four lines be&tewNhe signature line. To the right of the
concurrence signature, type a solid line for the date. Example:

) {5 Spaces)
' AY
\ Officisl's Name !
Director ok T e
(4 Spaces)
CONCURRENCE:
{5 Spaces)
" Director of Personnel Date
(5 Spaces)
Director of Logistics . Date -~
| ~

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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Preparation of Memoranda \ Part I

Q.

Coordination

1. The originators of memoranda will determine the
cxtent of coordination required, consistent with geo-
graphic, operational, and support considerations.

2. OCoordinating officers, within their spheres of
responsibility, will determine whethor memorandsa are
consistent with apppoved plans, policies, and procedures,
Coordinators will sign the (yellow) official record copy.

Release

When required by internal component or other Agency
requirements, release of correspondence will be accom-
plished as a form of coordination., Release generally
implies approval of the contents of the communication
by an authority having primary jurisdiction over the
subject concerned. This may be an official within the
component, at the next or higher organizational level,
or in another Agency component.

Memorandum of Conversation

When reporting conversations, the Memorandum of
Conversation, Form 1132, or a Memorandum for the Record,

.depending on the circumstances, should be prepared,

The original and one copy shall be forwarded to tte
DCI, the DDCI, and/or other officials as appropriate.
In addition, a three-sentence suwmary should be pre—
pared and dispatched to the Dircetor of Central In-
telligence immediately af'ter the meeting or conversa-
tion., (See EXHIBIT IV for proper procedures in the
preparation of these forms.§

Staff Studies
The basic format for submitting gtaff studies is:

I. Statement of the Problem
IT. Background
ITI, Discussion

IV. Gonclusions

V. Recommendations

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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Preparation of Mémorand@”fé Part I

Q. Coordination
2 A
1. The originatorg of memorandg will determine the
extent of coordination reg@ired, consistent with geo-
graphic, operational, ay support conslderations.

2. Coordinating offfcers, within their spheres of ,
responsibility, will detefmink whethor®hemoranddd®ie eqr
consigtent with appp s, policies, and procedures.
Coordinators will sign ellow) official record copy.

R, Release

plished as a form ofin i Release generally
2 ‘ tents of the commmnication

‘ ¢ h y Jurisdiction over the
subJect » . e an official within the

componen 2 - igl wQggs,;aniza’oional level,

[92]
.

or other officlals as appronrlate.
e-gentence summary should be pre-

The biéicjﬁg;mat for submitting staff studies is:

I. Statement of the Problem
II, Background

IIT, Discussion

IV, Conclusions
V. Recommendations

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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PaeT 1 PREPARATION OF MEMORANTY H//

U. Memorandum f£rocessing

1. After a memorandum has been relpascd, dated, ahd if necessary,
reproduced by the appropriate offj i iN _be agsembled in the
following order and forwarded.

a. Coples for the addressce.

c. (Yellow) official record §
d. Headguarters filc copies.

2. Attachmen

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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PREPARATION OF MENORANDUMS

EXHIBIT 1
DATE: 2 Harch 1969
Tos Director of Training
Subjects Correspongnce Tralning Materia[. iM i/
I« Recent discussions indicategl that steno- ,-31 4

graphers and typists find it difficult to determine
vhen to use ]diterhead or Plain Bond stationery in
the preparatlon of memorandums.

Ze Generally, informal correspondence addressed
to individuals below the Deputy Director level may be
properly prepared onythis form. : 1t may also be uged
for informal conmunications to a counterpart of equal

level in another agency. A check widh paragraph 8, £7£ @%;,

entitled "3tationery™ will aid the typist in select-
ing the proper stationery. WThe writer may alsolex~
press a preference for a particular type of stationery
in certain instances.

3, It is anticipated that the information and
Exhibits contzined in this Handbcok‘meet the needs of
most routine problems. sk
v wik

Official's Name
Director of Securiiy—

< ll 'A ™ Mb{,’ = ,‘%{ALZ@&I%Q ;ff L

i
LAt

g,f/; ' Atts
Ao ) At 1a Exhibit - |
o Att 23 Gorrespondence Handbook

/f Distributions
Orig & 1 = Addse i
4 . ~Lhe Mgte Trg-Dir’ w.f}‘ﬁfn
g : | - 45-R¥S (official record copy, yellow)

A

: _E? {Do not type(on the original and courtesy copy e
g
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PREPARATION oF Memorandums PaRT 1
EXHIBIT L
CENTRAL INTELLIGENCE AGENCY
WAaSHINGTON, D.C. 20503
(Date signod)
MEMORANDUM FOR: Deputy Chief of Naval Operations, Air
Department of the Navy
SUBJECT : Memorandum Format
. 1. This is an example of a momorandum addressed
outside the Agency preparcd for the signature of the
Director of . .
2, The typist will prepare an original and courtesy ';’
copy, if appropriate, on CIA Lettorhead stationery for
official

the addressee; a ycllow tissue copy for the
record copy; and white tissues for any additional interested
persons, The originator should determine the dispribution

(/,'1' ? of any extra copiles. G~ .
N 3. Unless instructed otherwi;:}\pnclassifiod memo-
randd may be’encloscd in a plain envelope. If the corros-

pondence is classified, indicate .the complete address,
the room number (on two separate envelopes), the inner
envelope should contain the same classification as the
document; then attach a courier receipt, (Form 240) ., -
Remember also to include a document receipt,xif appropriate;

do not seal the envelope(s). L \
FOR THE DIRECTOR OF{ (s ¥ oL
_ {/G\M‘L Q
¥
Signature
) Title
4/ Distribution:. : '
" Orig & 1 - Adse ’ R
/ 1 - .s8NS (yellow official racord copy)
o X ~ as required
' g‘ ypeg only oniédpies rethxned’in CIX)- N .

[0

"~ Approved For Release 2009/04/16 : CIA-RDP74-00005R000200160003-2
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‘PART 1

—SEGR'E‘E'

PREPARATION OF MEMORANDA

ExHIBIT 2

3%}
AT™N

FROM

SURJECT

Director of Training

‘these entai .

UNITED STATES GOVERNMENT

Memorandum

bare: 15 February 1968
Chief, Management Training Division

Director of Security i

SRR

Correspondence Training Material |

1. Recent discussions indicated that stenographers
and typists find it difficult to determine when to use
letterhead, plain bond, or Optional Form No. 10 (UNITED
STATES GOVERNMENT MEMORANDUM) stationery in the prepara-
tion of memoranda,

2, Generally, informal corresp.--adence addressecd
to individuals below tho Deputy Dircctor level may be
properly prepared on this form. 11 may also be used
for informal communications to a counterpart of equal
level in another agency. A check with paragraph B,
entitled "Stationery"™ will aid the typist in scleeting
the proper stationery to be used, The writer may also
express a preference for a particular type of stationery
in certain instances. -

3. 1t is anticipated that the information and

EXHIBITS contained in_this_ H ﬁdbg%‘% meet %l}. ngw of
Memoranda and Letteis, 88d mosi roUtine probiess at -

-

LA

Official's Name

2 Atts
Att 1: EXHIBIT - 1
Att 2: Correspondence Handbook

Distribution:
Orig & 1 -~ Addse
1 - Ch, Mgt, Trg-Dir.
1 - RMS (official record copy, yellow)

1 —isikA

L

{00 not type on the original and Courtesy copy).

10

SEERET

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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SEORET—

G PREPARATION OF MEMORANDA Part 1

EXHIBIT 3

CENTRAL INTELLIGENCE AGENCY
" WASHINGTON, D.C. 20505

(Dﬁte signed)

MEMORANDUM FOR: Deputy Chief of Naval Operations, Al
Department of the Navy

SUBJECT :  Memorandum Format

1. This is an example of a memorandum addressed
outside the Agency prepared for the signature of the
- Director of

-

2, The typist will prepare an original and courtesy
copy, if appropriate, on CIA Letterhead stationery for
the addressee; a yellow tissue copy for £the - 0fficial
record copy; and white tissues for any additional ‘interested
persons. . The originator should determine the distribution
of any extra copies,

3, Unless ilnstructed otherwise, unclassified memo-
rands may be aenclosed in a plain envelope, If the corres-~
pondence is classified, indicate the complete address,
the room number (on two separate envelopes), the inner
envelope should contain the same classification as the
document; then attach a courier receipt, (Form 240) .,
Remember also to include a document receipt, if appropriate;
do not seal the envelope(s).

FOR THE DIRECTOR OF

Signature
Title

1/ Distribution:

e Orig & 1 - Adse
1 = rBMS (yellow official record copy)
X - as required

17 {To be typed only on copies retained in CIA)

11
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—SBEREE—

PREPARATION OF MEMORANDA

ParT 1

ExmisiT 3

CENTRALINTELUGENCEAGENCY
WagHiRGTON, D.C. 20505

(Date signed)

MEMORANDUM FOR: Deputy Chief of Naval Operations, Air
Department of the Navy

SUBJECT .+ Memorandum Format

1, This is an example of a memorandum addressed
outside the Agency prepared for the signature of the
Director of Communications, Deputy Director of Communi-
cations, or Chief of Operations.

2. The typist will preparc an original and courtesy
copy, if appropriate, on CIA Letterhead stationery for
the addressee; a yellow tissue copy FOr tHE -rammummnm 0L f1cial
record copy; and white tissues for any additional interested
persons. The originator should determine the distribution
of any extra copies.

3. Unless instructed otherwise, unclassified memo-~
randa may be enclosed in a plain envelope. I1f the corres-
pondence is classified, indicate the complete address,
the room number (on two separate envelopes), the inner
envelope should contain the same classification as the
document; then attach a courier receipt, (Form 240) .
Remcmber also to include a document receipt, if appropriate;
do not seal the envelope(s).

FOR THE DIRECTOR OF H (if signed by
" Date the Chief of

Operations)

Signature
Title

Distribution:
Orig & 1 - Adse
1 - OC-RMS (yellow official record copy)
X - as required

{To be typed only on copiles retained in C1A)

SEeREr-

11
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5 March 1968

Miss Mary Smith

person to penson. ,
letters, The\-@eeond part éoxtains information on how
to prepareé a memorsndufi The ‘third part prescribes

t ral proced
of correspondence, ™

"\

, mailin instructid

s includes format, margins, dat-
te, With these different

pants, the handbook shquld answer most of your questions:

aboit format/and style
more'égfic Bty

Please feel free to supplement the manual with any
specific rules that_apply to your job. Use it often.
By using it, jeu will-become the working partner of the
writer, who deperds on jeu to present his work in an
acceptable style. Efjey.the assurance that your work is
set up in proper style.

should enable you to work

Sincerely yours,

John J. Jones
Chief, Employee Relations Division

10 Exhibit 5 -~ Standard Letter Format

Approved For Release 2009/04/10 : GIA-RDP74-00005R000200160003-2
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1 Januvary 1968

The Correspondence -Aspociation

132 Main Street
Attention: Mr. J. J. &
Gentlemen: ff'l
Here é an e b e~-paragraph letter of
fewer th 123\ es. Side'wargins for letters of this
length /As,ry f;Bm\l inches toV2 inches; hence the lines

typing spaces. The body is

Sincerely yours,

Charles R, Smith
Director, Correspondence
Manual Division

Enclosure:
Selected United States Government
blications, 1959, No. 9

Exhibit 4 - Double Spaced Standard Letter

Approved For Release 2009/04/10 CIA RDP7400005R000200160003 2
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SECRET—

PREPARATION OF MEMORANDA PaRT I

ExuieiT 4 Conr.

-

4, When a memorandum is longer than one page, use plain
white bond for the succeading pages. Begin numbering with the
second page,

Signature
Title

The recommendation contained in paragraph 4 is approved,

K d Helnms Date i

Director pY_ I Intelligence . ¢

Distribut] .
Orig & 1 - iginator (DCI or DDCI when appropriate)
1a- aM8. (yellow official record copy)
2 - DD/S. .
1 - as required

08~-J, JonessT(date) (Distribution shown on
original and approval
papers only.)

R 1 38, MR T Y g g o

. 13
“SECRER
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FOR-BFHOIAL-USE-ONLY

PREPARATION OF MEMORANDH Mf : Part I

" ExHIBIiT 1

S e e }
/ UNITED STATES; GOVERNMENT Vi )
£ ;
Memomgzdum L
\ VVVVVV B
TO Dlrecton of LOngtLCS i nate: 15 February 1968
’x_
RO OT Of COmmiins s
T o \ g
e X O
supjecr: Use of Optlénal Form No., 10, UNITED, STATES

GOVERNMENT MEMORANDUM May 1962 Edition

REFERENCES: (a) Memo dtd 25 Oct 67 to DD/I pD/s, DD/P, and
DD/S&? fr Ex Dir-Compt., same subject

(b) Memo dtg § Nov 6f to Ex Dir-Compt., thiu
DD/S fr. DD/P, same subject

;
; .

: 1. Opfional Form 10 is used for informal corres-—

poundence withln and betwcen agencies. A memorandum

prepared gn this form mwy be addressed to more than

one persg Although the number of copies of the

memoyandfim should be kept to a minimum, a copy is

required for each addregsee shown in the "TO" line

and injihe "cc" lineo, whbn there is one.

g{ 1f the text does not exceed 10 lines, the
B by 64 inch size form may be used, If it is longer,
the d by 104 inch size form is needed. Plain paper
is u ed for succeeding p1ges of a memorandum.

! .  Memoranda are Lnltlaled or signed., The name
1s,typed at least one time on the memorandum. If the
ndme is not shown in the "FRQM" line, it is typed or
stamped five 11nes below the} text,

Oifficial 's Name

2 Atts
Att 1: EXHIBIT -1
Att 2: Correspondence Handbook

1/ Distribution: . %
Orig & 1 - Addressee :
1 d;__}RMS (official record copy, yellow)
1 - -A
1 —_0S
va——

-l/ (Do not type on the original and codrtesy copy).

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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~Part 1 PREPARATION OF MEMORANDA O

EXHIBIT |§

T Director of T{hining ‘ L DIATE: 15 February 1968
AT™N : Chief, Managecment Trainigg DlKis‘on

tBou - Birvector-of -Sesurity .

senjrei: Correspondepce Tra

fscus ioﬁs in ated that stenographers

3 elermine when to use

r ional Form No.—30- (UNITED., —
M}-~stationery in the prepara-

plain bond,
MENT “MEMORA
. mcmoranda,

. janerally, informil correspr-adence addressed

to indhyiduals below the DLPUCY Dir:ctor level may be

properl Yeparcd §p. this fgrm, It may also be used

for informal communications ito a counterpart of equal

level in another agency. A gheck with paragraph B,

entjtled "Stationery™ will ald the typist in selecting (::>

the/ proper stationery to.be \ysed,. The writer may also :

exfpress a preference for a pa?ticular type of stationery

if certain instances. 1 :

3. It is anticipated that the information and

EXHIBITS contained in this - Handbog| meet H‘. noeds of

7 o ‘Letters @nd most Poutine probviems, :
dte - N %

]

Official 's Name

. : ry ‘

2 Atts o P Sp _L,;.h‘
AAE T Fd REAY,

Att 1: EXOIBIT - 1 AAEARE ﬂ{ A= \

Att 2: Correspondence Handbook .

R

1/’ Distribution:
- Orig & 1.- Addse
1 - Ch, Mgt, Trg-Dir,
1 -Q8.~-RMS (official record copy, yellow)

1 -0G-4

17 (Do not type on the original and courtesy copy).
)

%

10° .:

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2




. Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2

ART PREPARATION OF MEMORAND

EXHIBIT /4 T /

CENTRAL INTELLIGENCE AGENC

SUBJECT : Enter the topic dis
was covered, each sha

4
PARTICIPANTS: DProcedures concerning main

COPIES TO 1 Need-to-know p

] 3 <
1. This is to b&\useﬂ in yeporting conversations with individu-
als outside the Agency i i
made a part of the minutes\of afmeeting, reported in an intelligence
information report, or is rd¢corfled in ampther form of memorandum,

2, If tiG Dirtetor or Dec uty Directyr of Central Intelligence : i
is a participd i i i
DCI or DDCI fo proval, of thc s
Other Memorandd,) ConvePsation wi go to
Chief or Deputy ®ief of the D1v151i}\gf

FR /
he appropriate office

f1, submit the ozlgln&l 7
the distribution.

stance dnd the.distribution

after the mecting or comyersation, particuljrly on those which may
determine or affect pOllcnyI which should Je brought to the attention

of the DCI or DDCI.

1'ORM NO '
t I'kH 57 ‘ ]32 > 111-23-361

12
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O . PREPARATION oF MEMoRANDA/MS " PArr I

: : éﬂ / /
EXHIBIT #CONT / / ,\

4'. When a mémorandum is longer thanfone page,\use plain
white bond for the succeedlng pages.
second page. :

The recommendation contained i

b

Hichard Helms _ L’
Director of Ceantral Iny‘elll enc

7
Distribution:

Orig &1 -gi%inafor (DA
-

1-oTr DDCI w

papers only.)

MS f(yellow ofhcial recom
o : 2 - DD/S ,»
. . l - as reguxred i -
£ . - - H *
: . 08~-J, JonessT(dafe) (Distribution shown on
[RN R ' original and approval

T

2
3

113
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' PREPARATION OF MEMORANDA Part I
EXHIBIT ,6/!“ '
L
SECRET !
(Whan Filled [n
REFEY REQUESTED oaTe
SPEED LETTER : Gurront Date -
] P X "“l |"° Omit s
B 7 ’:WExocutive officer ! ROM Chiefw fg - -:!;,, ;}W \ .
. A L
ATTN: ] Lb? . [ ——-2
v DATY,
Y e fp |
P .
LA /cam_c /2444_—»/
2
d/této/ /(,é WM/Z
RETURN TG ORIGINATOR i
1831 I SECRET ) j
RESPONDER'S FILE — —
b 1831 szcasv
ORIGINATOR'S SUSPENSE - 3
o 183l SECRET i
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LETTERS
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PREPARATION OF LETTERS Part II

INDEX

page
A GENERAL . . . . . . . . . .. ... . ... ......1

B. STATIONERY . . . . . .. . . . . . o . .. ... .1
C. NUMBER OF COPIES . . . . . . . . o v v v v i v v o1
D. MARGINS . . . . . . . o o i v
E. DATE . . . . . . . o 2
F. REFERENCE LINES . . . . . . . . . . v v v v v o . 2
G. ADDRESS . . . . . . . . .2
H. ATTENTION LINE . . . . . . . . . . v i 2

I SALUTATION . . . . . . . . . . . . . .. ... 2

J.BODY OF LETTER . . . . . . . . . . . . . . ... ... 3.

K. SUCCEEDING PAGES . . . . . . . . . . . . . ... .. 3
L. 'CO.MPLIMENTARY CLOSE . . . . . . . ... ... .... 3
. SIGNATUREAND TITLE . . . . . . . . . . .. . ... .. 38

ENCLOSURES . . . . . . . . . . .. ... ... ..... 4

© = &

DISTRIBUTION . . . . . . . . . . . ... ... ..... 4

i

CLASSIFICATION . . . .+« . . . . .. ... ... ... b

SPECIAL POSTALSERVICE. . . . . . . . . .. .. .. ... 5
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: PART 1

CHAPTER 1
LETTERS

All correspondence within this agency, with other agencies, and with

the public will be either in the form of a letter or a telegram. The

following paragraphs tell how letters should be prepared. Figure 1

of this chapter is an example of the format of the United States Govern-

ment business letter. This letter is used in most of our day-to-day

communications.

PUBLIC SERVICE AGENCY

Washington, D.C. 20405
oare: April 10, 1967

AEPLY TR @ (—\
avre or MMRW
wasecr. pormat for the Government Business Latter \ '

to. Director, Administrative Services Division (AVAS)
Pederal Service Agency
1889 lversom Btreat
Ssa Pramcisco, Califormis 94102

This letter shows a wev formst for preparing letters throwghest the
Usited 8 Thie £ will espedite the preparation of
correspondence and save effert, time, snd msterials.

The following features of this formst should plesse typiste.

o. Mot slaments are bleocked alemg the left mergin. This bleck etyle
@ sisinises the use of the space bar, tabulater set hey, and the tabular
bar.

(11
. Salutstions and cemplimesatsry ¢ are saitted is most lunu.
M-yhmlddn‘ te an individusl em a 1 er
private Q _ ' sotices of serisus 1llness, vhers

s vara and porosnal tmm is parsmswmt, sts. ) or vhere pretecel or
tredition dictetes.

c. The sdiress is pesitiened for wes im s vindew savalepe, elisinstisg the
nead for typing am saveleps.

Tz
ks SR

Figure 1. United States Government Business Letter.
(Each circled number indicates the paragraph in this chapter

which gives instructions for preparing that part of the letter.)

1-1 ‘_
Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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Each circled number on the figure corresponds to the paragraph

where that part of the format is discussed. No exceptions to this

format can be made without the approval of the official responsible

for correspondence practices in the agency.

Stationery

Use agency stationery as follows:

LETTER AND COPIES FIRST PAGE
ORIGINAL

Normal letter : Letterhead

Bulky airmail letter Letterhead tissue

CARBON COPIES

Courtesy Letterhead tissue*
Official file Yellow tissue
Reading file (if required) White tissue
Other White tissue

SUCCEEDING
PAGES

Plain bond

Plain tissue

Plain tissue
Yellow tissue
White tissue

White tissue

% Use letterhead tissue, if available., If not, use plain tissue

stamped or typed with agency identification.

1-2
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10. SUCCEEDING PAGES

s. Plain stationery ls always used for succeeding pages. The first
page 1s not numbered. Succeeding pages are mumbered with Arabic
numerals centered 3/&" from the bottom of the page. The typing
starts about one inch from the top of the succeeding pages. At
least two lines of a divided paragraph must be carried to the
gucceeding page. In no casé will a word be divided between two
pages.

b. If the body of the correspondence ends so near the bottom of a
page that there ig no room for the signature, carry at least
two lines of the last paragraph over to the next page. This is
done so that the signature will not become separated from the
text.

11. ENCLOSURES AND ATTACHMENTS

a. FEnclosures are items that are sent with correspondence going out-
side the CIA. Type the word "mnelosure” flush with the left mar-
gin two gpaces below the signature. If there is to be more than
one enclogure type the word wpnelosures” and the number. If the
material to be enclosed is identified in the text do not list it.
Tf it is not identified list 1t beneath the word "Enclosure', as
briefly as possibie, single space.

Example:

Fnclosures 2
Retirement Pamphlet
Salary Chart

b. Attachments are items that are sent with internal correspondence.
The word "Attachment" is used in place of "inclosure” and the same
format is followed. Attachments may be identified in abbreviabed
form.

Example:

Attachments 2
Memo dtd 3 June 63
TCA Contract (2)

c. TWhen material is to be sent under separate cover type the words
"geparate Cover' flush with the left margin, two lines below the
signature., IList all items to be sent. A copy of the correspon-
dence is sent with the material to identify it to the addressee.

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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SHERET ’

PREPARATION OF LETTERS Part II

ExHIBIT 4

CENTRAL INTELLIGENCE AGENCY
WasHINGTON, D.C. 20508

(Date when signed)

In reply refer to:
0C-M~-65-493

Your reference per
Mgt~A

Name of Company or Organization
Street Address
City, State, ZIP Number

Attention: Name
Gentlemen:

This 1s an example of a letter addressed to a com-
pany or an organization for the attention of an individ-
ual, If the letter is for the attention of a Division
or Section of the organization, the name of the Division
or Section is written in the place of the individual's
name, The attention line is inserted on the second
line below the address and two lines above the salutation.

Paragraphs are indented 5 spaces., They are not
numbered as in a memorandum. The first paragraph begins
on the second line below the salutation. When there
is reason to break the paragraphs into subparagraphs,
the units will be indented five spaces,

A paragraph is begun near the end of the page,
only 1f there is space for two or more lines on
that page. A paragraph is continued on the
following page, only if two or more lines
can be carried over to that page. Do not
subdivide a word between pages,

Each progressive subdivision of a paragraph is
indented an additional five spaces. The complimentary
close- is usually "Sincerely", It begins approximately
two spaces to the right of the center of the page, two
lines below the last line of the body of the letter.

The name of the official signing the letter is typed five
lines below and centered with relation to the complimen-
tary close, The title and organizational element are
centered under the name, If two lines are required for

SopbermiET—1966 9
—SRERET—
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—SEeREE-

ParT II PREPARATION OF LETTERS

ExHIiBIT 4 CONT.

Name of company, person, and address.

the title, the second line will be centered below the
first. After the original and outgoing copies of a
letter are removed from the typewriter, needed infor-
mation is added to copies remaining in the Agency. At
the left margin may be a list of "Enclosures" and "cc'
addressees. The last entries, except for a possible
postscript, is the identification of the preparing
office, the name of the writer, the initials of the
typist, and the date of typing, I1f the letter is rewritten,
the same type of information is repeated after the word,
"Rewritten",

Sincerely,

.Namé‘]
Title”]

1/ Enclosures 2
- Correspondence Manual
Tips on Typing

1/ Separate Cover
- Correspondence order~=(50 cys)

2/ cc: OC-AD w/o Att
- 0C-0S w/o Att

2/ Distribution:

- Orig - Adse
1 - OC-RMS (yellow official record copy)
1 - Originator
X - As required

25X1 2/ 0C=A:CJones;uv (15Feb66)
- Rewritten:D/CQifggggggﬁ:mv(lGFebGG)
T/ Typed on coples retaimed in CLA. Typed on the original,
courtesy copy, and external CIA information copy only
when dictator so desires.

g/ Typed only on copies retained in CIA.

10 . Seprerrrre=tI66
-SHeRwE
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—SReREE—

PREPARATION OF LETTERS Part 11

EXHIBIT 5

CENTRAL INTELLIGENCE AGENCY
WASHINGTON, D.C. 20505

(Date when signed)

IH YépYy redgr rd:
(TAEBY AL ISK)

Yeur rETEreéred:
(TAEREALLEALLBH)

Your reference per
Mgt-A

Name of Company or Organization
Street Address
City, State, ZIP Number

KLigvLigd: Name

Gentlemen:

BUBIEct: QEEXZE BT COMMUALEALISNE DY deY

This EXHIBIT shows the layout of a letter. No letter
is likely to contain as many parts as are included here,
This EXHIBIT is intended as an all-inclusive format from
which parts needed for a particular letter are selected.

On all letters, the address begins approximately
14 lines from the top of the page. Items that follow the
address, including the body of the letter, are moved up
2 lines each time an unneeded item is omltted

Sincerely,

! Name
Title:

2 EALYBEdrER:
COr L ERBARdEiid MdtvaT
THE BeHEn Keyd L BErier FaAsrer Toping

BEPAYALE COVEY:
VHiLdd BLdrde Govervgnt Printing @riice
BLYLE MdpurX

11

SRR
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SEeREL

ParT II PREPARATION OF LETTERS

ExHIBIT 5 CONT.

Pisbribubion:
Orig ~ Addresses
+ - Owpiginater
+ - 06-RMS (yellew effieial reeord eopw)
% ~ S reguired

25X1 06-05:  |ded(date) May not be needed ////////

On Agency copies only~=~--=

19 Sepbernber-—4966_
SRR

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2



Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2

PREPARATION OF HEMORANDUMS PART |
EXHIBIT 5

e A
(When filled in)

Date
Reply Requested | Gurrent date
SPEED LETTER Tetter No.
X ves NO OMIT —
To 1+ 0fLog From ¢ Chief, Records Division
Attn ¢ Ol=Executive OFficer

The Speed Letter can be used for Informal correspon-
dence within an office and a copy is retained by the origina-
tor, two go forward. f a reply is expected, the responder
makes the reply on the lower half of the form, He keeps one
copy for his file and sends the original back, When the
original is received, the suspense copy may be destroyed.

N

~ signature

REPLY B Cutireee s
/Vmb7 alpo be havdwrie s
Wi ol iakeq i WWJL’?/
a ﬁM 1 ol fraclede
F B NI

slgnature
T return to originator
~For
1831 SEGRET
561 _
responderts file
fora SEGRET
1831
56 |

form originatoBssuspense
; SECH
| WY CRET
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o« PREPARATION OF LETTERS ParT 11
-’
EXHIBIT 6
CENTRAL INTELLIGENCE AGENCY
WASHINGTON, D.C. 20508
(Date when signed)
In reply refer to:
Mgt-Cor
Name of Company or Organization
Street Address
City, State, ZIP Number
Attention: Name
Gentlemen:

This 1s an example of a one-paragraph letter of
fewer than 8 lines. Side margins for letters of this
length may vary from one and one-half to two inches;

. . hence the writing line may vary from 60 to 48 typing
spaces. The body is double spaced. Other parts are
single spaced, with double spaces between them,

Sincerely yours,
CName>
( Title)
Enclosure
Selected United States Government
Publications, 1959, No. 9
{To by typed on file copies only)
Distribution:
Orig & 1 - Addressee w/encl.
1 - Originator w/encl.
1 - OC-RMS (yellow official record copy) w/encl.
X - as required w/o encl,
25X1 0C-A:f  |tuv(15Feb66)
o :

Sepbember—1066 13
“SECRES-
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Part II

-SHERET

PREPARATION OF LETTERS

ExHiBIiT 7

CENTRAL INTELLIGENCE AGENCY
WAgSHINGTON, D.C. 20505

(Date when signed)

Name of Company or Organization
Street Address
City, State, ZIP Number

Dear Miss Powers: wm‘cm,,,qygfwaaa«y
This is a Guide to standard,practices in the O-Hh‘eeea/H ’
of-Communications—Memoranda and Letters, These practicesg}pﬁld/ﬂ;
i i %ok 4 letters uniform and
distinctive character.

The Guide is divided into Parts. Parts 1, 2, 3, 4,
and 5 help you to prepare communications written from
person to person. They may be formal letters or informal
memoranda. Parts 6, 7, 8, and 9 contain information on
how to assemble correspondence and what materials to use
for routing and mailing correspondence. With these nine
parts, the Guide should answer most of your questions
about format and style and should enable you to work
more easily.

Please feel free to supplement the Guide with
specific rules that apply to your job. Keep it on your
desk and use it often. By using it, you may become
the working partner of the writer, who depends on you to
present his work in an acceptable style, Enjoy the
assurance that your work is set up in proper style.

Sincerely,

Name
Title

Enclosure
0C Memoranda and Letters Guide

Distribution:
Orig & 1 - Addressee
1 - Originator
1 -~ OC-RMS (yellow official record copy)
X - as required

14
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TOT UITGAL Ud '

CENTRAL INTELLIGENCE AGENCY
WASHINGTON, D.C. 20505

i (date when signed)

/
A
l%/

“ume of Company or Organization
sLreet Address
(ity, “tate, Zip number

Aoter .lon: Name

e 5lemen:
18 1s an example of/a Ietter addresse&“ao a company or an organiza-
7 for the attention of an individual. T the letter is for the

cention of a divfision or sé@bipn of the orggnization, the name of

.2 division or sgetion is writtéhaip,place of an individual's name.

= al'ention ling is inserted on thé‘s;cond line below the address
twe lines above thel salutafiion, it ~required.

Paragrapns arg bIeckedd
The first paragraph™ i

a. A paragraph\i§ m-read the end of the page only if there
i: space for two or moré\»ines on that page. A paragraph is continued
ot the followlng page only 1\§$Wo or more lines can be carried over

tc that page. Do not subdivide a word between pages.

They ale not numbered as in a memorandum.

b. Bach progressive subdivision of a paragraph is indented an
additional four spaces. - The second and succeeding lines of all para-
graphs, except long quoted passages, extend from the left to the right
margin,

The complimentary close is usually "Sincerely yours". It begins to the
right of center of the page, two lines below the last line of the body
of the letter. '

The typed name of the signing official is centered five lines below the
complimentary close. The title and organizational element are centered
under the name, If two lines are required for the title, the second
line will be centered below the first.

After the original‘éhd outgbihg cdpies of a letter are removed from the
typewriter, necessary information is added to copies remalning in the

I

Exhibit éﬂ - Two-page Modified Block Style Letter
Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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Agency. At the left margln may be a list of "ecc" addressecs.

entry, except for a possible postscript, is the identification of the
preparing office, the namef of the writer, the initials of the typist,
and the date of typing. £ the letter is rewritten, the same type of
information is repeated after the word "Rewritten."

incerely yours,

4 John J. Smith
.ector, Management Office

Inclosures 2
Correspondence Manha
Tips on Typing

Separate cover:
Correspondence

-~ J. il, Jones

Darrell Smith
Richard Roe

Orig. -

For separate
- as required

S
1

DDX/MO: ABrown: tuv(l June 67)

Exhibit 7. - Last Page of a Letter

The last
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PREPARATION OF LETTERS Part 11
ExuiBiT 7 CONT.
T/ Typed on copies retained in CIA. Typed on the
- oviginal, the courtesy copy, and external CIA infor-
mation copies only when dictator so desires.
g/ Typed only on copies retained in CIA,
15

—SHReR-
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7 iﬁ\
CENTRAL INTELLI@ENCE AGENCY

( wAsmNgTon, D\.:::.‘ 20505
\\g ' 1 June 1968
(14 lines) , p
. FR/YEBYY/ fﬁéé;%%é
ARIWATE) £ A/ BT LD : XM YRR e
Friends Secretarial and Correspondence ¢¢¢§ﬁﬂ/ﬁ‘

Training Schools, Incorporated
1112 8t. Albans Street
Reading, Pennsylvania/7ip Number

REEEIELAIE ] S 1181 BhiaH
Gentlemen:

PUbiédtl  Exhibit from Correspondence Manual showing standard format
of Govermment letters

. is exhibit shows the layout of a Govermment letter. No letter is
likely to contain as many parts as are included here., The exhibit

is intended as an all-inclusive format from which parts needed for

a particular letter are selected.

In all letters, the address beging 14 lines from the top.of the page.

With the address so placed, the letter can be sent in a window envel-

ope. Items that follow the address, including the body of the letter,
are moved up 2 lines each time an unneeded item is omitted,

Sincerely yours,

(5 lines)

Donald N. Johnson
Director, Federal Management

Division
ERELERILEEL/ /(2] -
ity R
BELALALL/ 1o e | .
gﬁ%ﬁ%ﬁﬁéﬁ;ﬁ/ oL ftet/ Pﬂﬁﬁﬂé/ PEILEE
o gESi?in%nggiiZ§ion Officer | . %:ynzzged ?44;?4?;?
FED/TR: CTackson: ded(date) On Agency
Y. cs only

(Should show distriburion)

Exhibit 8 - Modified Block /. /3
Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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CENTRAL INTELLIGENCE AGENCY
WASHINGTON, D.C. 20505

1 June 1968
(14 lines)
7%/#%?%#/?%%;;4;?%
ATR/RALL, 4/ PERETEIED Tout /¥Rt RERY
Friends Secretarial and Correspondence ¢¢¢§#ﬁ%ﬁ

Training Schools, Incorporated
1112 8t. Albans Street
Reading, Pennsylvania

EEAELAAA ] I/ B4R/ BRLER

Gentlemen:

g bétl  Exhibit from Gorrespondence Manual showing standard format
of Covermment letters :

This exhibit shows the layout of a Government letter. No letter isg
likely to contain as many parts as are included here. The exhibit

is intended as an all-inclusive format from which parts needed for

a particular letter are selected.

Tn all letters, the address begins 14 lines from the top of the page.

With the address so placed, the letter can be sent in a window envel-

ope. Items that follow the address, including the body of the letter,
are moved up 2 lines each time an unneeded item is omitted.

Sincerely yours,

(5 lines)

Donald N, Johnson
Director, Federal Management
Division

ce: Training Officer Méy not //
Public Information Officer be needed [/

i

FMD/TR:CJackson:ded(date)

On Agency
SE"HEi' coples only
(Should show distribution) :

Fvhibit 8 - Modified Block /
Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2 g
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PART 1 PREPARATION OF LETTERS

EXHIBIT
PARAGRAPHING DATA

ARRANGEMENT OF PARAGRAPHS

INSTRUCTIONS FOR PARAGRAPHING

1. This exhibit illustrates the prescribed method of arranging,
numbering and lettering paragraphs in any type of correspondence
or report where such paragraphing is either necessary or desirable
to facilitate reading and reference, When a telegram consists of
more than one paragraph, the paragraphs must be numbered consecu-
tively. As a general rule, the detailed subdivision of paragraphs
in letters, simple memorandums, and other communications should be
avoided. However, lengthy memorandums, complex reports, or simi-
lar documents may often be rendered morc meaningful and easier to
read by a logical subdivision of paragraphs.

a. Paragraphs are typed in modified block style. They are
single~spaced, with double spaces between them.

(1) When a paragraph is subdivided it must have at least
two subdivisions.

(a) When paragraphs are subdivided, numbered, and
lettered, they are designated as follows: 1, a, (L, (a), 1, a,

(1), (8. In telegrams capital letters should be used for any

lettered paragraphs.

(b) Each progressive subdivision of a paragraph is
indented an additional four spaces. The second and succeeding
lines of paragraphs and all subdivisions extend from the left to
the right margin, except in the case of long quoted passages that
are usually indented in communications other than telegrams.

(c) When a paragraph is cited, the reference mmbers
and letters are written without spaces, for example, "paragraph
3a(2)(c)."

(2) A paragraph is begun near the end of a page only if
there is space for two or more lines on that page. A paragraph
is continued on the following page only if two or more lines can
be carried over to that page.

b. Titles or paragraph headings may be used in lengthy commu-
nications to facilitate reading and reference use.

2. The arrangement described in this exhibit may be varied to meet
special requirements, such as those for legal documents.

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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Top Secret Correspondence Part TIT
R
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7 'fﬁf%'III: Top Secret Correspondeunce

1. POLICY

Top Secret information must be safeguarded from the moment it is pre-
pared. This rule applies to drafts, carbon coples, carbon paper,
recordings, typewriter ribbons, etc., as well as the finished work.
Within the Agency a Top Secret Control and Cover Sheet (Form 26) will
be placed on the top of and attached to each T8 document received or
prepared. Complete a Cover and Control Sheet upon which is entered
the TS Control number, the copy number, number of each page, and other
identifying information. Attach the Form 26 to the top of each TS
document. This form will remain with the document until it 1s down-
graded, destroyed, or transmitted outside the Agency. All TS docu-
ments received by an office must be logged by the area TS Control
Officer. An item of correspondence that is assigned a TS classifica-
tion because it transmits a TS atbachment should be marked "Downgrad-
ed to " when separated from the TS material, provided
that the correspondence does not contain TS material.

2. TORMAT

The format for TS correspondence ig generally the same as that pre-
scribed in the preceeding chapters except as set forth below.

3. CONTROL IDENTIFICATION

a. The first page of the TS document will bear the TSC number and
copy number in the lower right hand corner, about one inch from
the bottom of the page.

b. If the document ig in the draft stage this may be shown by adding
a slash or dash and letter symbol to the TSC number as TSC 1234/A
or 1234-A.

c. The final form of a TS document is identified by the TSC number
only.

d. If the pages have been revised this is indicated by typing "Re-
vision" and the date of the revision in the lower left corner of
the page.

4., Group markings (in accordance with HR will be stamped or

typed to the right of the defense classification at the bottom of the
first page.

SEGHEF

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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SEGRET

5. ENCLOSURES AND ATTACHMENTS

a. Enclosures which are classified Top Secret are identified on the
accompanying document by TSC number and by copy number.

Example:
Enclosures:

1. CIA TSC No. 123k, copy No. 2
2. CIA TSC No. 1234/A, copy No. 6, Annex A and B

b. Each enclosure to a TS document will be identified on the first
page or cover page in the lower right hand corner.

Example:

Enclosure No. to CIA TSC No.

c. If the attachment is a TS document type "Annex A" or other appro-
priate letter below the TSC number in the lower right corner of

the first page or cover. On each page of the attachment type the
word "Annex" followed by the appropriate letter.

6. DISTRIBUTION
The distribution of the original and copies of a TS document is shown
on all copies retained in the Agency. To show the distribution fol-

low the form shown in "Procedures".

7. TS CONTIROL

After TS correspondence has been prepared all controls for TS materlal
must be initiated. Consult your TS Control Officer for the proper
procedure to be followed.

~SEGRET-

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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Paxt III: Top Sccret Correspondence

Av POLICY

ip Sceret information must be fgafeguardgd from the moment it is pre-
cored., This rule applies to draflts

tite TS Control number, the co
identitying information. Attex
‘ocument. This form will remain
“raded, destroyed, or tran

JYumber, number of each page, and other
the Form 26 to the top of each TS
th the document until it 1s down-
ide the Agency. All TS docu-
ments received by an o ed by the area TS Control
Orficer. An item of “that is-assigned a TS classifica-
_ Lion because it transyits ent should be marked "Downgrad-
"t to ‘ " Yhen separated from the TS material, provided
tnat the correspondenfe does not contain TS material.

‘E;, FORMAT

Me format for TS cerrespondence is generally the same as that pre-
“cribed in the prec ing\ chapiers except as set forth below,

C o IDENTIFIM |

ﬁ. The \first\page of the TS ument will bear the TSC number and
- copy\ numbey in the lower “yight hand corner, about one inch from
of the page. :

4'(‘

draft stage this may be shown by adding
a slash o sh and letter symbol to the TSC number as TSC 1234/A

“&. The final form of a TS document is identified by the TSC number
- only.

qﬁ. If the pages have been revised this is indicated by typing "Re-
‘ vigion'" and the date of the revision in the lower left corner of

the page.
Group markings (in accordance with HR P will be stamped or
typed to the right of the defense classification at the bottom of the

first page.
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E ENCLOSURES AND ATTACHMENTS

,. Enclosures which apk classified Top Secret are identified on the
nccompanying doc nt by TSC number and by copy number.

Ixample:
Tmclosures:

1. CIA TSC No. 4, copy 2
2. CIA TSC No. o~copy No. 6, Annex A and B
' .,

’. Iiach enclosure to a TS oc&.@ﬁ‘@«ill be identified on the first
bage or cover page in thé”-owéf‘righ@\ggnd corner,
. - —

R

xample:

Enclosure No.

. I the atbachment
p late letter belo
tone first page or
word "Annex" followed by the..appro

F DISTRIBUTION

IThe distribution of thé‘stigin and cdples of a TS document is shown
¢ all copies retained in the- ency. Q¢ show the distribution fol-
low the form shown in "Procedures™w._

e of the attachment type the
1&e letter.

.

een prepared all controls for TS material
r TS Control Officer for the broper

procedure to be fdllawgﬂ.
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MEMORANNA) AND LETTERS GUIDE PART VI
7 =

' AssEM%MEMORAN[Q‘OR FORWARDING

Apbroved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2 '
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ASSEMBLING MEMORANDA FOR FORWARDING PaRT VI

A. Assembling .Memorand%

\\wﬂ;h the originator. (See PARZY 1, Para. U, EXHIBIT I). Memo-
rand’a coxrectly assembled w11 mclude the following items, as ap-

b. Originaﬁl and courtesy copy,
memoran@a protect original wit in tiskue.)

) ¢. Addressed penalty indicig~.Gr\plain envelopes, as appropriate, for the
-original and courtesy‘copy ith! g postage slip attached, if required.
d. Information copies for\adgfessees outside CIA with addressed en-

velopes and completed post e slips attached, if required.
\_ e. Information copies (or currmg officials’ coples) for distribution

terial to be attached to the official le copy as part of the official file on

the memoranda.

h. Extra copy (¢f ies) for the Dirkctor or Deputy Director of Central
Intelligence. If.the signjng official is either the DCI or DDCI and the

{(vellow) official record copy is to be retained at either of these levels,

prepare an additional copy on plain yellow tissue for —.-RMS. Therefore,
' ‘ an extra co (or copies) will be prepared on plain white tissue as ap-

propriate for the"PDS and the office of the Director.
i. Return opy {(if @€sjred) with addressed routing slip for its return.

or copy re ~uiring a receiptin accordance with current CIA Security Regula-
tions.
b. Copies for ng;utlon within the Agency will be designated by a check
0

" mark beside the o designations indicated under “Distribution.” If
the distribution of copies is within an office and such a means of indicating
distribution is adequate for routing, routing slips need not be attached to
the copies.

c. Enclosures will be attached by clips to the original or copies transmit-

ting them
d. Assembly reference tabs will be attached whenever their use will ex-
: pedite the review and approval of memoranda. DCI signature tabs should
not be attached in office of origin. These will be attached in O/DCI.
™ T e The completed assembly should include all necessary routing slips,
Q-\ 4\ envelopes, receipts, and postage slips properly completed and attached to
respective material.

f. If necessary, material should be fastened together with paper clips
and made a part of the completed assembly by binder clips. Staples should
be used with discretion; consideration being given to the amount and type
of handling the memoraxidasmay receive.

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2

1. Final resp'onsibility for the correct assembly of memoran@ rests

R
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9 ASSEMBLING M}::‘.MORAN[L:) FOR FORWARDING ParT VI
-

g. If it is anticipated that memorand@will regeive considerable handling,
a backing sheet of bond paper or heavier stock’should be attached to protect
the back pages. .

B. Forwarding }Memoranda

Memorandg/will be assembledi and férwarded through prescribed
channels to MS for control) pretesging, and forwarding. Only
transmittal ia complying with the/ecurity requirements of cur-
rent CIA security regulap¥ons Wwill\oe” used.

; Ly
FOR-BFFIBIALUSE-6:
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1. CONTROL AND: COVER SHEET FOR TOP SECRET DOCUMENT, Form 26

The use of this form is mandatory. It shall be used as a cover sheet
for all correspondence classified Top Secret, and to record the Yame
of each person who sees the document. A Form 26 is prepared and
attached to each copy of Top Secret correspondence transmitted within
the Agency. See section 3.

o '

=

TR
o~

=

.
-
ERE

- v

UINCLLALRNED when bianyt — TOP SECRET whoen attached to Top Seceret Document — Automatically downgraded
" to SECREY when filled In form s detached from controlled document.

CONTROL AND COVER SHEET FOR TOP SECRET DOCUMENT
R ' REGISTRY

DNOCUMENT DESCRIPTION

SOURCE ‘ CLA CONTROL NO.

DOC. NO. DATE DOCUMENT RECE!VED

DOC, DATE

COPY NO. '

LOGGED BY:

KUMBER OF PAGES
NUMDER OF ATTACHMENTS

ATTENTION: Tiis form will be placed on top of and ottaclhed to ecach Top Secret document received by the Central Intclligence Agency

or clazsified Top Seeret within the ClA and will remiain attached to the document until such time as it is downgraded, destroyed, or
ctransmitied outside of CIlA. Access to Top Secret matter {s limited to Top Secret Control personnel and those individuals whose oftetal
‘duties relate {o the matter. Top Secret Conirol Officers who receive and/or release the attached Top Secret material will sign this form
cend indicate period of custody in the left-hand columns provided. Each individual twho sees the Top Secret document will s:gn and
“indicate the dote of handling in the right-hand columns. ’ . ‘

RECE IVED

RELEASED

SEEN BY

REFERRED

TO

OFFICE

S1GNATURE

DATE

TIME

DATE

TIME

S1GNATURE

OFFICE/DIV,

DATE

U S

PRRL LT N Y

NoTI'ICE OF DETACHMENT: When this form 13 detached from Top Sccret material it shall be completed in the appropriate spaces petow
! und transmitted ta Central Top Secret Control jor record. :

DESTROYED

DOWNGRADED

DISPATCHED (OUTSIDE ClA)

T0

BY (Signature)

TO

oY (Signature)

WITNESSED BY (Signature)

BY (Signature) ‘

QOFFICE DATE OFF1CE DATE OFFICE DATE
FORR GROUP 1 e
LA m TOMA
o 26 USE PREVIOUS EDITIONS, - lxc;%b&z;:g;;g?w (40) v
: : ' R DECLASSIFICATION H

i
== (Terot
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Il DIANK — LU OLUSUEA WIICLE GUUGLIITM VU & W mrvwewy ar v —oos
UMENT

“SHEET FOR TOP SECRET DOC

s

form 1s detached from controlled document.
REG | STRY

" DOCUMENT DESC

RO N ik
CIA CONTROL NO.

SOURCE

DOC. NO. DATE DOCUMENT RECEIVED
DOC. DATE

COPY NO. LOGGED BY

NUMBER OF PAGES =~ "7~ "~ ,

NUMBER OF ATTACHMENTS

aced On 10D ( vd at ﬁb‘éd'%y the Central In etl‘ig‘zgr‘z“'be’ Agency

IR and Cwill Trémaln “attdcheéd 16 the document until such time as it is downgraded, destroyed, or

> 3 o Top Beéret mdtler s limited to Top Secret Control personnel and those individuals whose official
cre

7 i:“?“o??iz"‘é? Oficérs ho receive and/or release the attached Top Secret material will sign this form
‘the left-hand columis” provided. Each individual who sees the Top Secret document will sign and
“the vand columins. o e o ‘

ATTENTION: This jorm will be placed on top of and attached 16 each Top Secret document 7ec
or classified 'Top Secret w ““the
transmitted outside of ClA
duties relate io the matter.
and indicate period of cust
indicate the date of handl

i

REFERRED TO RECE IVED RELEASED

OFF'|CE S1GNATURE DATE TIME DATE TIME SIGNATURE OFFICE/DIV. DATE

NOTICE OF DETACHMENT: When this Jorm is detached from Top Secret material it shall be completed in the appropriate spaces below
and transmitted to Central Top Secret Control jor record.

DOWNGRADED DESTROYED D ISPATCHED (OUTSIDE CIA)
TO ’ ’ ; By (Signature) 70
BY (Signature) WITNESSED BY (Signature) BY (Signature)
OFF ICE DATE‘ | OFFICE DATE OFFICE DATE
Wzs USE PREVIOUS EDITIONS. e 7 ] I Excf.u'fg@z“é'f’:‘n“'c (40)
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1. CONTROL AND COVER SHEET FOR TOP SECRET DOCUMENT, Form 26

The use of this form is mandatory. It shall be used as a cover sheet
for all correspondence classified Top Secret, and to record the name
of each person who sees the document. A Form 26 is prepared and
attached to each copy of Top Secret correspondence transmitted within
the Agency. - Sse actual sized copy
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Pyl Al Aas o vevsina VU s up DUGLGL DUCWIICNL — Automatically downgraded
to SECRET when filled in form is detached from controlled document.

CONTROL AND COVER SHEET FOR TOP SECRET DOCUMENT

DOCUMENT DESCRIPTION

REGISTRY
OURCE CIA CONTROL NO.
0C. NO. DATE DOCUMENT RECE]VED
OC. DATE '
OPY NO,

LOGGED BY

UMBER OF PAGES

UMDER OF ATTACHMENTS

TTENTION: This form will be placed on top of and a

ttached to each Top Secret document received by the Central Intelligence Agency
T classified Top Secret within the CIA and will

remain attached to the document until such time as it is downgraded, destroyed, or
‘ansmitted outside of CiA. Access to Top Secret matter (s lmited to Top Secret Control personnel and those individuals whose oficial
utics relate to the matter. Top Secret Control Officers who receive and/or release the atlached Top Secret material will stgn this form

nd indicate period of custody in the left-hand columns provided. Each individual who sees the Top Secret document will sgn and
idicate the date of handling in the right-hand columns.

FERRED TO RECE IVED RELEASED SEEN BY

OFF ICE SIGNATURE DATE TIME DATE TIME SIGNATURE OFFICE/DIV, DATE

TICE OF DETACHMENT:. When this Jorm 1is detached

Jrom Top Secret material it shall be completed in the appropriate spaces below
. transmitted to Central Top Secret Control Jor record.

DOWNGRADED DESTROYED . . DISPATCHED (OUTSIDE CIA)
. BY (Signature) T0
'Signature) . WITNESSED BY (Signature) BY (Signatnre)
1CE DATE OFF ICE DATE OFFICE DATE
, GROUP 1 |
26 vst rrcvious corTiows. FOP—KELRET | excluoes rmom auramane

(40)
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1. CONTROL AND COVER SHEET FOR TOP SECRET DOCUMENT, Torm 26

The use of this form is mandatory.

It shall be used as a cover sheet

for all correspondence classified Top Secret, and to record the name
of each person who sees the document.
attached to. each copy of Top Secret correspondence transmitted within

the Agency. See actual sized copy on next page.
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A Form 26 is prepared. and

[

seret Document — Automatically d

e ts detoched from contiolicd cocument.

DOV L IOL AND COVER SHEET FOR TO? SECRET DOCUMENT

) '.}PTI(_).’

REGISTRY

CIlA CONTROL NO.

DATE DOCUMENT RECEIVED

LOGGED 8Y

1 otll be placed on top of and attached to cacﬁ Top Scerct document received by the Central Intclligence Agency
¢oawithin e CIA and will remain attached to the document until such time as it i3 downgraded, destroyed, or
© OIA. Arncess to Top Seeret matter {s lmited to Top Secret Control personnel and those individuals whose official

~alter, Top Secret Control Officers who reccive and/or release the attached Top Secret materlal will sign this form

! pustody in the left-hand columns provided. Each individual who sees the Top Secret document will sign and

wndling in the right-hand columns,

e B e R O B A e £

RECE IVED

RELEASED

SEEN BY

SIGNATURE DATE

TIME

DATE TIME

SIGNATURE OFFICE/DIV.

DATE

U A Sl £ Bl il R A B RS

;F;NT When this form is detached from Top Secret material it shall be completed in the appropriata spaces below

* t¢ Cratral Top Secret Control for record.

s e e

DOWNGPADING AMD
[0 URSITICATION! )
° - : Yoy
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13.

ReviEw, CONCURRENCE, APPROVAL, AND SIGNING AUTHORITY PART N
INDEX
‘ page
CATGENERAL - o o o e e e e e
B. INDICATING APPROVAL AS AN INTEGRAL PART OF A .
MEMORANDUM . . . +« . .« v v v v e e e e e e
C. RESPONSIBILITY FOR REVIEW AND CONCURRENCES. . . . 2

D. AUTHORITY TO SIGN MEMORANDUMS , . . . . . ... ... 3

e —ov miui minimum
marging is preferable to two
pages with wider wargins,

TU UV wWoras)

"INREPLY REFER TO", "Refer to" desTen
discretion of originating officials only &
a reply

forrespondence requiring
end sent outside the Agency. Theip/uge encourages outside

corresporents to identify Agency letterg”and memorandums to which
they are re

plying. Replies thus identified can be routed readily
to the offide concerned.

In cases where the Phrase has not bden printed on the letterhead,
ype the words "INNREPLY REFER TO' flush with the right margin,
hree spaces below the last line/Of the letterhead. TImmediately
bglow the phrase "IN RERLY REFEE TO," type in block style the
organizational symbol of “khe office of signature as well ag that of
the ®riginating office, if Wjircumstances permit routing t reply
direck} to this lattér offick.

- The "IN REPLY REFER TO" 1fhe is never used in c respond-
Y the Director or Deputy
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SEGRET™

Review, Concurrence, Approval, And Signing Authority Part IV

D, Authority to Sign Memoranda

The authority to sign for the Director of Central
Intelligence has been delegated by the Director to
certain Agency officlals, The extent to which this
authority is delegated further within a component
ghould be established in a supplement.

-SEGRET
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‘ C'ORRESPONDFNCE FOR DCI AND DDCI her T

INDEX

- . . page
5CGENERAL . . L o

B. STATIONERY . . . . . . . . . . . . . . . . ... ... 2
D. LETTER FORMAT . . . . . . . . . . .. e e e s 2

E. MEMORANDUM FORMAT . . . . . . . .. ... ... .. 3

F. BRIEF SUMMARY . . . . . . . . . . . . . ... .o .. 4

G. EXHIBITS . . . . . . . . . o, 5
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ENVELOPES AND MAILING Part VII
INDEX

bage

A, GENERAL . . . . . . . . . o o v v i e 1

B. TYPES . . . . . . . .« . . . o 1

C.USE . . . . . . . .« .« 1
D. ADDRESSING ENVELOPES FOR TRANSMITTAL OUTSIDE

CIA . . . . . . . . . . e e 2

E. ADDRESSING INTER-OFFICE MAIL . . . . . . . . 2

Approved For Release 2009/04/10 : CIA-RDP74-OOOO5R000200160003-2




Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2

B”tﬁ?mz‘ﬁ’t o
CORRESPONDENCE FOR axp DBCF fant &

o € R

PR, ST,
A. General tig i}ﬁnue &

1. Action papers, i.e., papers requesting De( D‘D{approval for
an Agency action will be forwarded to the Office of the Director in
an original and one copy with attachments and will be routed to the™

«——BBCT and.-BCE through the Executive Director. After action, the
original will be returned to the originating component where it
becomes the official record copy. The originating official is respon-
sible for evaluating it for permanent or temporary retention. The
carbon will be maintained in the Executive Registry for a period of
six months; after which, it will be destroyed.

2. Information papers intended only to inform the DEI-or-BPDCI -
(on other than substantive intelligence), will be forwarded to the
Office of the Director in .an original and one carbon. The original
will be returned to the originating component after the DET, BBET;”
and Executive Director have been informed with an indication to
that effect on the memorandum. (As indicated above, the original
becomes the official record copy.) One carbon will be maintained

- in the Executive Registry for a period of 90 days for the purpose of
additional reference, if required, and then destroyed. Officers attend-
ing interdepartmental meetings of importance to CIA should make a
record of the meetings, indicating positions and recommendations
of the CIA representative and, where appropriate, of others in attend-
ance, and setting forth the actions required by CIA. These memo-
randa should be forwarded promptly to the Office of the Director.

3. Intelligence information memoranda for the ,DCl/wnl be routed

to him by the Executive Registry and the Executive Assistant with

a copy each to the-PDCT and the Executive Director. Unless there

is some indication to the contrary, these will be destroyed after use.

All components are enjoined to ensure that all raw intelligence,

-, special reports, or other information of interest or concern to the
s * principal officers of CIA or of the Government are promptly called

()W"“Nmto the attentlon of the Office of the Director.

. 4. Memorand#-or letters going outside the Agency prepared for
the peI’or the D ’s signature should be transmitted to the Execu-
tive Registry with an original and one copy for the addressee, one

copy marked for the ‘“signing official,” and one marked for the
“Executive Registry.” (Additional copies are to be determined by
the originating office.) After sighature, the letter or memorandum
. will be dispatched by the Executive Registry; one copy will be re-
tained in the Registry, and the remainder will be controlled and
disseminated as indicated by the office of origin. Secretaries should
consult the senior secretaries within their own division or office for
additional guidance on the preparation of memoranda and letters
for the signature or approval of the p,e‘l"or the 1))91’7 It is the

o

S EFtaLar por o W)

REE s

CIsER
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CORRESPONDENCE FOR DC(AND DDC’{ . P/I,;‘{]- Y
a. For the 3 Mhe comphmentary close and signature shall be.
e Sincerely,
‘5 Sp'ace's')
(Name)

(Military title, if any)
Deputy Director
b. Whenever the M1gns in the absence of the Director, the
signature will be shown as:
Sincerely,
(5 Spaces)

(Name)
(Military title, if any)
Acting Director

3. Enclosures will be typed and identified on the original and all
copies.

4. Identification of originator, typist, date of preparation, and the
distribution of all copies will be shown sn the internal copies only.

5. All envelopes, mailing slips, and document receipts will be pre-
pared and attached in the office of origin. Der’s signature tabs will
be attached in the O/DCI. The order of assembly of the material
is contained in the section entitled, “Assembling Memorandq for For-
warding.” o

E. Memorandum Format

On;,nmemorandat/ prepared for the signature of the DCﬁ;" DDeT:

1. The headings shall conform: to general standards prescribed for
other Agency memorandgiri.. ,

2. Paragraphs will be numbered, except when the memorandum
is addressed to the President or the memorandum consists of only
one paragraph.

3. Five lines below the text and two spaces to the right of the
center of the page, the signature of ihe Director or the Deputy
Director of Central Intelligence shall be typed in initial caps, except

0T Tmemoranda the 's name will be in all caps w1th the title
centered immediately below Exampie. :
For the DCI (Name)
Director

For the DDCI (Name)
. (Military title, if any)
Deputy Director

4. In the Director’s absence, “Acting Director” is substituted for
“Deputy Director” and Office of the Director stationery is used.
Example:

(Name)
(M111tary title, i any)
Acting Director
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FPant ¥ (. HRESPUNDENCE FOR D@IT AND DDCI/

Exuipitr 6

UM P (DATE)

7
Agency and component's MEMORAND4' AND LETTERS

ADDRESSED TO THE OFFICE OF THE DIRECTOR

1., Originators will insure that all such memo-
randg open with a sentence similar to one of the threce

below:
-
a, "This memorandum is for information only;
particular reference is made TO paragraphs
, , and o
b. "This memorandum submits a recommendation
—

for your approval; this recommendation 1s con-
tained in paragraph .

¢. "This memorandum suggests action on the
part of the DET or_DDET, Executive Director-
Comptroller, or DB7S);this action is contained
in paragraph M

2, In the place provided for the approving signa-
ture, the following statement shall be typed: "The
recommendation(s) in paragraph is (are) approved."
On the same sheet requesting approval by the DEIT DBCI;—
or the Executive Director-Comptroller, provision will be
made for the concurrence of the DD/S and other appropri-
ate officers including a place for the date as shown
on the following page.

14
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STATINTL

This Notice Expires 1 April 1967

RECORDS AND CORRESPONDENCE ‘ HN |:|
: : 11 Januery 1967

PREPARATION OF CORRESPONDENCE
1. Effective immedlately, papers for the signature of the

Deputy Director of Central Intelligence will be prepared as follows:

Classified documents

Rufus Teylor
Vice Admiral, U.S., Navy
Deputy Director

or, as approprisate,
Rufus Taylor
Vice Admirel, U.S. Navy
Deputy Director of Central Intelligence

Unelassified documents

Rufus L. Teylor
Vice Admiral, U.S. Navy
Deputy Director

or

Rufus L. Taylor
Vice Admiral, U.S. Navy
Deputy Director of Central Intelligence

When e complimentary close ls required, "Sincerely," will be used.

STATINTL : _{ 2. )As ennounced in HN dated 6 November 1966, a courtesy
7 "éopfr’ of all papers addressed to the Director of Central Intelligence
i1 . / or prepared for the Director's signature will be provided for the
" ST .7 Deputy Director.

. FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

N 25X1A9a

T : R, L. BANNERMM(

Deputy Director
for Support

DISTRIBUTION: AB
TSR AT YR T I N TR TSR ONTY
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' STATINTL
This Notice Expires 1 January 1967 - |

RECORDS AND CORRESPONDENCE

HN |
|
PREPARATION OF CORRESPONDENCE

1. Effective immediately, a courtesy copy of papers addressed
to the Director of Central Intelligence or prepared for his signature
will be provided for the Deputy Director of Central Intelligence.

2. Papers prepared for the signature of the Deputy Director of

Central Intelligence will show one of the following signature lines,
as appropriate:

Rufus Taylor
Vice Admiral, U.S5, Navy
Deputy Director

Rufus Taylor
Vice Admiral, U.S. Navy
Deputy Director of Central Intelligence

When a complimentary close is required, "Sincerely,' will be used.

FOR THE DIRECTOR OF CENTRAL INTELLIGZNCE:

R. L. BANNERMAN
Deputy Director
for Support

DISTRIBUTION: AB

Distribution i g 10 1t
1 u : i .
0& 1 - DD/S ¢l Lep

- ER

A o,
0 AN

IR —

’ ‘. - » - et PR - - o TEAA e e R \‘
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REGISTERED MAIL AND ,
OFFICE OF SECURITY MAILING PROCEDURES . ParT IX

A. General

‘United States postal regulations require that return addresses on
registered mail include the name of the Agency. Domestic memo-

FIDENTIAL forwarded outside the Agency by each component
marked as registered mail will be accompanied by & completed Form
239, EXHIBIT I, or Form-1637, EXHIBIT 1 :

Each one division or Agencycomponent is responsible for pre-
paring fhe envelopes and the documentation required for all corre-
spondence it forwards through registered mail facilities.

1. The return address to be used for official overt domestic mail
when there are no security restrictions is:

CENTRAL INTELLIGENCE AGENCY
WASHINGTON, D, C. 20505

Penalty indicia ehvelo_pes will be used. The return address will be
placed in the left corner above the notation, “official business,” and
* needs no other sender identification.

2. Mail forwarded as registered mail .using the Agency as the

return addressee is to be accompanied by a copy of Form 239, “Re-
quest for Postage,” with the appropriate blocks completed. (See

EXHIBIT 1.) The originating office should be shown along with

the originator’s true name on the form.

- 3. When the identity of the Agency mugt be protected, letter drops
o are to be used. : ‘ ~
‘ Penalty indicia envelopes will not -be used.

4. Mail forwarded with a letter drop as the return address is sent

to the Office of Security Mail Room and is to be accompanied by -

Form 1637, “Request for Office of Security Mailing,” rather than
o~ . - Form 239. This form is-to be completed as shown. {See EXHIBIT
~2 TIL) The trie name of the originator may also appear on the form
as the sender. _ . p v

« No gcnf%mf)ﬁ enl 1224/ 5lere ) ma Ny Mo HAPE ow

b peticaed: |
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SEERET

REGISTERED MAIL AND

OFFICE OF SECURITY MAILING PROCEDURES . Part IX

A. General

United States postal regulations require that return addresses on
registered mail include the name of the Agency. Domestic memo-
randa and letters with a defense classification of SECRET or CON-
FIDENTIAL forwarded outside the Agency by each component o
marked as registered mail will be accompanied vy w completed Form
239, EXHIBIT I, or Form 1637, EXHIBIT II.

. Procedures

Each one division or Ageneycomponent is responsible for pre-
paring the envelopes and the documentation required for all corre-
spondence it forwards through registered mail facilities.

1. The return address to be used for official overt domestic mail
when there are no security restrictions is:

CENTRAL INTELLIGENCE AGENCY
WASHINGTON, D. C. 20505

Penalty indicia ehvelopes will be used. The return address will be
placed in the left corner above the notation, “official business,” and

- needs no other sender identification.

2. Mail forwarded as registered mail using the Agency as the
return addressee is to be accompanied by a copy of Form 239, “Re-
quest for Postage,” with the appropriate blocks completed. (See
EXHIBIT I.) The originating office should be shown along with
the originator’s true name on the form.

3. When the identity of the Agency must be protected, letter drops
are to be used. :

Penalty indicia envelopes will not be used.
4. Mail forwarded with a letter drop as the return address is sent

to the Office of Security Mail Room and is to be accompanied by
Form 1637, “Request for Office of Security Mailing,” rather than

- Form 239. This form is to be completed as shown. (See EXHIBIT

I1.) The true name of the originator may also appear on the form
as the sender.

—3FERET
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REGISTERED MAIL AND

. OFFi84-.0F . SECURITY MAILING PROCEDURES PART IX
INDEX

» page

ATGENERAL . . . . . . . 1

B. PROCEDURES . . . . . . . . . . . . . .. .. 1
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CORRESPONDENCE HANDBOOK

PART V

FORMS OF ADDRESS
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ParT V
ForMS OF ADDRESS

INDEX
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ForRMS OF ADDRESS PARr)@

A. General

1. The form of address, salutation, and complimentary close are
frequently based on the background, experience, and personal rela-
tionship of the person signing the letter and the person receiving
the letter, as well as on its purpose.

2. The following forms of address are conventional forms in general
.use. They may be varied under certain conditions. For example:

* “Honorable” ma¥y be replaced by a title such as “General,” “Dr.” or “His
Excellency.” All Presidential appointees except Cabinet Officers are ad-
dressed as “The Honorable,” and federal and state elective officials are
addressed as “Honorable.” As a general rule, county and city officlals,

. with the exception of mayors, are not addressed as “Honorable.” A person
h once entitled to “Judge,” “General,” “Honorable,” “His Excellency,” or
a similar distinctive title may retain the title throughout his lifetime.

3. In salutations to persons in positions that may be held by men
or by women, only the title, “Mr,,” is shown in the examples given
here.

When a woman occuples the position, the title, “Madam,” is subsiituted
for “Mr.” before such formal terms as “President,” “Vice-President,” “Chair-
man,” “Secretary,” “Ambassador,” and “Minister.”” The title, “Miss” or
“Mrs.,” is substituted for “Mr.,” when the surname, rather than formal
title, follows.

4, When inter-agency mail is delivered in Washington, D. C., by
the official mail and messenger service “Washington, D. C.,” may b2
omitted from the letter and the envelope.

5. Open punctuation is used in addresses, Figures are used for
numbered addresses and for numbered streets designated by the
ordinals beginning with 10th. Numbered streets designated by
ordinals below 10th are spelled out. Additional ZIP Code Numberg
may be cbhtained from the Agency’s Mail Room.

B. For'nm Of -Address

The forms of eddress, the address to be used in s."leT,ter,
and the envelope, as wsll as-the salutation and complmentary
_close for each type of correspondencv, are ahown i
E‘ZHIBIT 1, - : -
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I'ORMS OF ADDRESS ’ - Par E

A. Geieral

1. The form of address, salutation, and complimentary close arc
frequently based on the background, experience, and personal rela-
tionskhip of the person signing the letter and the person receiving
the letter, as well as on its purpose. '

2. The following forms of address are conventional forms in general
use. They may be varied under certain conditions. For example:

“Honorable” muy be replaced by a title such as “General,” “Dr.” or “Mis
Excellency.” All Presidential appointees except Cubinet Oificers are ad-
cressed as “The Honorable,” and federal awng state clective oflicials v
addressed as “Honorable.” As a general rule, county and city offlciu-s
with the exception of mayors, are not addressed as “Heonorable.” A persc., -
once entitled to “Judge,” “General,” “Honorable,” “His Excelleriey,” «r
a similar distinctive title may retain the title throaghott his lifetine,

3. In salutations to persons in positions that may be held by o
or by women, only the title, “Mr.,” is shown in the cxamples giv. .
here.

When a woman oceupics the position, the title, “Madan,” is subsiiin oo

for “Mr.” before such formal terms as “President,” “Vice-Presidgent,” "“Chu.

man,” “Seccretary,” “Ambassador,” and “Minister.” he title, “Dlisg” o

“Mrs.,” is substituted for “Mr.” when the surname, rather than forrn

title, follows.

4. When inter-agency mail is delivered in Washingion, D. 2. by
e ofticial mail and messenger service “Washinston, D. C.,” may Le
omitted from the letter and the envelope.

5 Open punectuation is used in addresses. Figures are used for
numbered addresses and for numbered sbrecis dJdesignated by ting
ordinals beginning with 10th. Numbered streets designdied oy
ordinals below 10th are spelied out. Additional ZIP Code Numbers
may be obtained from the Ageney’s Mail Room.

B. Fornag 0f Address

The formg of addrers, the address to Lo used in o
and the envelope, s w21l az the salubotion G A
clese for each type of corresnondence, or
EXHIBIT 1, -
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pacr N

I'orMS OF ADDRGST

EXHIBIT 1

FORMS OF ADDRESS, SALUTATION, AND COMPLIMENTARY CLOSE

ADDRESSEE

ADDRESS
(Use proper ZIP code)

SALUTATION AND
COMPLIMENTARY CLOSE 1/

The President

The President
The White Hquse
Washington, D.C, 20591

Dear Mr., President:

Respectfully yours,

The'Vice.President

The Vice President
United States Senate
Washington, D.C. 20501

Dear Mr. Vice President:

Respectfully yours,

Secretary to the Pres-
ident

-| Honcrable (full name)
Secretary to the Pres-
ident '
The White House
WashingtonsD.C. 20501

Dear Mr. (surname):

Sincerely yours,

American Ambassador
{mar)

Honorable (full name)
American Ambassador
(Complete address) 2/

Dear Mr. Ambassador:

Very truly yours,

American Ambassador
(woman)

--{ Honorable (full name)

American Ambassador
(Complete address) 2/

Dear Madam Ambassador:

Very truly yours,

Aperican Minister

‘man)

~{ Honorable (full name)

American Minister
(Complete address) 2/

Dear Mr. Minister:

Very truly yours,

American Minister
(woman)-

Honorable (full name)
| American Minister
(Complete address) 2/

Dear Madam Minister:

Very truly yours,

L/ If the Director or -Deputy Director of Central Intelligence is signing,

the complimentary close is "Sincerely,"

EXCEPTION:

Letters addressed to

The Presildent or Vice President carry "Respectfully yours,"

called an Embassy.
Legation,

2/ If the diplomatic representative is an Ambassador, the office is
If the representative is a minister, the office is a
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Forps s ADPPESS

heT Y

ADDRESSEE

ADDRESS

SALUTATION AND
COMPLIMENTARY CLOSE

American Consul, Consul
General, or Vice
Consul

(Full néme), Esq.
American Consul
(Complete address)

Dear Mr. (surhamé):

Very truly yours,

Diplomatic Representa-
tive
(foreign)

His Excellency

( Name)

Ambassador (or
Minister)

‘of (country) .

(Complete address) 1/

Dear Mr., Ambassador:
or
Dear Mr, Minister:

Very truly yours,

President of the Senate

Honorable (full name)
President of the- Senate
Washingtons D.C. 20510

Dear Mr, (surname):

Very truly yours,

Commlttee Chairman
United States Senate

Honorable (full name)

Chairman, Committee on
(name)

United States Senate

Washingtons D.C. 20510

Dear Senator (surname) :

Very truly yours,

Senator

Honorable (full name)
United States Senate
Washington,D:T. 20510

Dear Senator (surname):

Very truly yours,

Speaker of the House of
Representatives

Honorable (full name)
Speaker of the House

of Representatives
Washingtons D.G. 20515

Dear Mr. Speaker:

Very truly yours,

Committee Chairman
House of Representa-
tive

Honorable (full name)

Chairman, Committee on
(name)

House of Representa-
tives

WashingtonsD.C. 20515

Dear Mr. (surname):

Very truly yours,

1/ If the diplomatic representative 1s an Ambassador, the office is called
an FEmbassy. If the representative is a minister, the office is a Legation.

H
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Port¥ .. Forms of Address
SALUTATION AND
ADDRESSEE ADDRESS COMPLIMENTARY CLOSE
Representative '~ ~~+Honorable (full name) |Dear Mr., (surname):
' House -of Representa-
tives
WashingtonéD-G- 20515 Very truly yours,
The Chief Justice The Chief Justice Dear Mr. Chief Justice:
The Supreme Court
Washington,D.C, 253;3 Very truly yours,
Justice of the - | Mr. Justice (full name)|Dear Mr. Justice (sur-
Supreme Court The Supreme Court name) :
Washington,D,.C., 20543 - Very truly yours,
Judge | Honorable (full name) |Dear Judge (surname):
Judge of the (name of
court)
(Street address)
(city, zone, State) Very truly yours,
Secretary of State The Honorable Dear Mr. Secretary:
. The Secretary of State
Washington,D.C. 20520 Very truly yours,
: or
The Honorable (full Dear Mr, (surname):
name)
The Secretary of State
Washingtong®.C. 20520 . Very truly yours,
Postmaster General The Honorable Dear Mr. Postmaster Gen-
The Postmaster General eral: .
Washington, D.C, 20260. Very truly yours,
, or :
The Honorable (full Dear Mr, (surname):
name )
.| The Postmaster General
‘WashingtonsD.Cq 20260 . Very truly yours,
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ADDRESSEE

ADDRESS

SALUTATICN AND
COMPLIMENTARY CLOSE

Attorney General

The Honorable

The Attorney General

Washingtomn .C. 20530
. or

The Honorable (full

name)
The Attorne general
Washingtons™ Y+ 20530

Dear Mr. Attorney Gen-
eral:
Very truly yours,

Dear Mr. (surname):

Very truly yours,

Secreiary of Defense

The Honorable
The Secretary of Defense
WashingtoRD.C. 2030L:
- oor _

The Honorable (full

name )
The Secretary of Defense
Washington,D.C. 20301

Dear Mr. Secretary:
Very truly yours,

Dear Mr. (surname):

Very truly yours,

Secrelary of the Army

Secrevary ot the Navy

Secretary of the Air
Force

Honorable (full name)

Secretary of the
(service)

WashingtonD.C./zip

Dear Mr, (surname):

Very truly yours,

Under Secretary of
i (nqy Department )

The Honorable (full

name) '

The Under Secretary
of

Washington ,D.C./zip

Dear Mr. (surname):

Very truly yours,

Assistant Secretary of
(any Department)

The Honorable (full
name )

The Assistant Secretary
of

Washington,DG./iip

Dear Mr. (surname):

Very truly yours,

Director of the Bureau
of the Budget

Honorable (full name)
Director, Bureau of the
Budget

Dear Mr. (surname):

Very truly yours,

Washington ,D.C. 20503
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Part o Forms of Address
SALUTATION AND
ADDRESSEE ADDRESS COMPLIMENTARY CLOSE

The Comptroller General

Honorable (full name)
The Comptroller General

of the United States
WashingtonD.C., 20220

Dear Mr. (surname):

Very truly yours,

Civil Service Commis-
sion

Civil Service Commis~
sion .
WashingtonD.C. 20415

Commissioners:

Very truly yours,

Head of an Independent
Agency . .

Honorable (full name)
Administrator
(Name of agency

WashingtonD.C./zip

Dear Mr. (surname):

Very truly yours,

The Public Printer

Honorable (full name)
The Public Printer
Government Printing
Office '
WashingtonsD.C.20401

Dear Mr. (surname):

Very truly yours,

President.of a Board

Honorable (full name)

President (Name of
board)

WashingmnﬁD-C-/ZiP

Dear Mr. (surname):

Very truly yours,

Chairman of a Board

Honorable (full name)

Chairmen (Name of
board)

Washington;D-G-/Zip'

Dear Mr. (surname):

Very truly yours,

Chairman of a Commis-
sion

Honorable (full name)

Chairman (Nawme of
"commission)

WashingtonrD-C-/ZiP

Dear Mr. (surname):

Very truly yours,

Chief of Staff
(Army or Air Force)

General (full name)
Chief of Staff
United States Army
(or Air Force)
Washington,D.C./zip

Dear General (surname):

Very truly yours,
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\ Y

ADDRESSEE

ADDRESS

SALUTATION AND.
COMPLIMENTARY CLOSE

Chief of Naval Opera-
tions

Admiral (full name)
Chilef of Naval Opera-
tions ’

United States Navy
Washingtorn;D.C. 20350

Dear Admiral (surname):

Very truly yours,

Judge Advocate General,
Navy

(Full rank and name)
Judge Advocate General
United States Navy
WashingtonsU.C. 20350

Dear Admiral (surname):

Very truly yours,

Judge Advocate General,
Army or Alr Force

(Full renk and name )
Judge Advocate General
Unlted States Army

(or Air Force)
Washington,D.C. 203011

Dear General (surneme):

Very truly yours,

Commandant
(usmc)

The Commandant

United States Marine
Corps

Headquarters, USMC

WashingtonsD.C.20380

Dear General (surname):

Very tfuly yours,

Commissioned Officer -
Admiral through Com-
mander (Navy and
Coast Guard); Gen-
eral through 24 Lt,
(Army, Air Force,
UsMc)

(Full rank and neme) 1/
(Position or ‘organiza-
tion title if known)
(Name of station)

(Ccity, State)

Dear (rank and sur-
name): 2/

Very truly yours,

Commissioned Officer -
Lt. Commander through
Ensign (Navy and
Coast Guard)

(Full rank and name) 1/
(Position or organiza-
tion title if known)
(Name of station)

(City, State)

Dear Mr. (surname):

Very truly yours,

1/ 1Include service designation (i.e., USA, USAF, USN, USCG, USMC) if
appropriate. ) ’
2/ Address a Lt. Colonel as "Colonel," a lst or 2d Lieutenant as

" ieutenant."

AT g TS
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ASSFMBLING MEMORANDUMS FOR FORWARDING PART VI
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ASSENBLING MEWORANDUMS FOR FORWARDING PART VI

Ay Assembling Memorandums

le Final responsibility for the correct assembly of memorandums rests
with the originators {See Correspondence Handbook, PART |, Paras U, and
EXHIBIT t)e Hemorandums correctly assembled will include the following
items, as appropriate, in the sequence indicateds

ae Transm|t5al or Nouting Slip, Houiung and Record Sheet, as

appropriate. b 2% NEl SeC ipnt Yl Tt € D4 E, SnusE
be Grngxnal and courtesy copy, if any clipped together. (On external

memorandums protect original with thin tissue.

¢e Addressed penalty indica or plain envelopes, as appropriate, for the
original and courtesy copy with a postage slip attached, if required.

de Infromation copies for addressees outside the Agency with addressed
envelopes and completed postage slips attached, if required.

ee Information copies {or concurring officials! copies) for distribution
within the Agency with eddressed routing slips stapled to the copy.

f. Official record copy {yellow tissue) <) I

g» Original Incoming memorandums, enclosures; etc., and any other
material to be attached to the official file copy as part of the official
file onthe memorandums,

he Extra copy (or copies) for the Director or Deputy Director of Gentral :
Intelligences |f the signing official is either the DCI or D0C! and the ]
official (yellow) record copy is to be retained at either end or level,
prepare an additional copy on plain yellow tissue for the office RUS# There-
fore, an extra copy (or copiess will be prepared on plain white tlssue as )
appropriate for the DDS and the office of the D;rectorQ Uy :

Ruw”
is Return copy (if desired) with addressed routing sllp for its return,
js Reference material for return to reference sources.
ke HHold Back? copy (if desired).

2+« In addition %o the above:

a., A conpleted Document Receipt, Form 615, be attached to each original

or copy requiring a receipt in accordance with current Agency Security Regu-
lations,

b. Copies for distribution within the Agency will be designated by a check
mark beside the office designations indicated under WDistribution.t [f the
distribution of copies is within the particular office and such a means of
indicating distribution is adequate for routing, routing slips need not be
attached to the copies,
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ASSEMBLING MEMORAND@\FOR FORWARDING Part VI
i .

A. ASSEMBLING MEMOR,

B. FORWARDING MEMO
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< mu
AT VII o -
Ff\ P nvelopag and N@i‘]‘__ jzl_lﬁ
RO A
SIZE "| cOST PER PIECE
N _
™ Regular Mail .04
| POST CARDS o el 3t
//
Regular Mail 4 05
SMALL ENVELOPES e | '
(not exceedin g 5" x 11") Alrmail / .08
LARGE ENVELOPES Regular Mail / 18
Alrmail / .24
OPDINEE fenvetopes over | poguter Ma /
or shape oismall packels) Alrmail .75
\ RGMMI .90 ’
PACKAGES \ Almdil _ 4.50
/ SERVICE \ COST PER PIECE *
EGISTERED MA\Ik\ $ .75
CERTIFIED MAIL \\ .30
INSURED MAIL \ .30
RETURN RECEIPTS \JQ
SPECIAL DELIVERY .50\
5
SPECIAL HANDLING .50 \ '
* CHARGE IN ADDITION TO COST FOR \‘g
REGULAR SERVICE . \,7

. Postage Rates for Official Mail XW »
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o ORI NI
B
HANDBOOK , e CORRESPONDENCE - GENERAL
25X1 No.[ ]
Section B, ADDRESSING MATIL
122, Addressing Envelopes for Transmittal Outslde CIA

123.

a. Address - In addressing an envelope, begin the typing at ap-
proximately one-half the depth and one-half the width of the
envelope. Single space the name and address in block style.
The envelope address will be the same as the address on the
letter it carries.

b. Special Delivery and Registered Mall - If correspondence 1s to
be dispatched by special delivery or registered mail, type the
words "SPECIAL DELIVERY" or "REGISTERED MAIL" in all caps four
spaces sbove, and flush with, the address.

c. Air Mail - If correspondence ls to be dispatched by air mail,
no special instructions are necessary provided an air-mail
envelope is used. If an air-mall envelope 1s not available,
use a plain white envelope without a penalty indicia. Type the
words "AIR MAIL" in all caps four spaces above, and flush with,
the address.

Addressing Inter-Office Mail. The incorrect addressing of inter-
office mail results in transmission delays and places an unwar-
ranted burden on the courler-messenger service. Personnel forwarding
material shall ensure that addresses contain the following informa-
tion:

a, Office of origin.

b. Office designation of addressee (position title or name may be
added if desired).

c. Building designation.

d. Room number,

In the few instances where it is necessary to expedite delivery, the
envelope or package may be marked "Direct Delivery" or "Delivery to

Addressee," in addition to information required in a. through d.
above,

-T2~

-CONFIDENTIAT
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SEGRET

Vi "’M. _4% A»

NOTE:

This.guide is very genmeral since security
govern the use of certain envelopes and labels.

and operational requirements will often
It is recommended that it be used in

conjunction with current CIA Securit Regulations, specific office directives, and in-
formation obtainable from the Central Malil Room.
| RETURN ADDRESS |} POSTAGE
TYPE OF MAILING OR USE ‘ TYPE OF ENVELOPE SLID
CIA, FBIS,| orHER OR LABEL TO USE REGUIRED
or 88U
Inner envelope for the transmis- Nonpenalty No
sion of double—sealed classified
material
Within Headquarters Nonpenalty (CIA Chain, No
U. S. Govt. Messenger, or
regular envelope, depend-
ing upon security re—
quirements)
Inter—Agency (Washington, D. C. Nonpenalty (U. S._Govt. No
area only) Messenger or regular
envelopes depending upon
security requirements)
Official mail, four pounds or X Penalty No
under, directed to addressees in
the continental U, 8., U. S. Ter- X Nonpenalty Yes
ritories and possessions, Canada,
Caribbean Republics, Central and
South America (except Argentina
and Brazil)
Official mail over four poumds X X Nonpenalty Yes
 directed to addressees in the
continental U. S., U. 8. Terri=
tories and possegsions, Canada,
Caribbesn Republics, Central and:
South America (except Argentina
and Brazil)
Air Mail X X Nonpenalty Yes
Special Delivery X Penalty Yes
_ X Nonpenalty Yes
Registered Mail X Penalty (Nonwindow) Yes
X Nonpenalty (Nonwindow) Yes
Registered Mail — Return Receipt X ‘ Penalty (Nonwindow) Yes
Requested
X Nonpenalty (Nonwindow) Yes

TYPES OF PENALTY AND NONPENALTY ENVELOPES
AND LABELS FOR TRANSMITTING OFFICTIAL MAIL
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CONEER RN R
m

AANDBOOK R CORRESPONDENCE - GENERAL

25X1 NO.[ ]

122.

123,

Section B. ADDRESSING MAIL

Addressing Envelopes for. Transmittal Outside CIA

a. Address - In addressing an envelope, begin the typing at ap-
proximately one-half the depth and one-half the width of the
envelope. Single space the name and address in block style,
The envelope address will be the stme as the address on the
letter it carries. ’

b. Bpecial Delivery and Registered Mail - If correspondence is to
be dispatched by special delivery or reglstered mail, type the
words "SPECIAL DELIVERY" or "REGISTERED MAIL" in all caps four
spaces above, and flush with, the address.

c. Air Mail - If correspondence is to be dispatched by air mail,
no special instructions are necessary provided an air-mail
envelope is used., If an air-mail envelope 1s not available,
use a plain white envelope without a penalty indicila, Type the
words "AIR MATL" in all caps four spaces above, and flush with,
the address.

Addressing Inter-Office Mail. The incorrect addressing of inter-
office mail results in transmission delays and places an unwar-
ranted burden on the courier-messenger service. Personnel forwarding
material shall ensure that addresses contain the following informa-
tion:

a. Office of origin,

b. Office designation of addressee (position title or name may be
added if desired).

c. Buillding designation.

d. Room number.

In the few instances where it is necessary to expedite delivery, the
envelope or package may be marked "Direct Delivery" or "Delivery to

Addressee," in addition to information required in a. through d.
above,

-72-

SONELDENDL AL
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b. Agency and interagency messenger services.

- (1) When a routing slip is addressed for delivery by an agency
messenger, it should contain the name and title of the addressee and

the name or code of his office, in sufficient detail to insure delivery.

(2) When a plain or postage and fees paid envelope is addressed
for delivery by a messenger, it should contain the name and title of
the addressee, and the name and code of his office, in sufficient detail
to insure deliyery. For interagency mail, the addressee's agency
should also be included and, if applicable, the '"Stop'' number. Single
space the address and put the ''Stop" number two lines below it.
EXAMPLE:

Mr. John Doe, A9
Department of Justice

Stop 219

(3) Whep addressing the chain type of envelope, cross out the
used spaces., Enter the name and title of the addressee and the name
or code of his office on the left side of the address space, in sufficient
detail to insure delivery. If the addressee is in another agency, include
his agency's name in the address, and put the correct '"Stop' number

in the space provided to the right.

Bpuez}-3
IS
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T Ploprarm ey oo
SIZE COST PER PIECE
R lar Mail .04
POST CARDS Roauler s o
SMALL ENVELOPES Regular Mell | 05
(not exceedin g 5%’ x 11**) Alrmall .08
LARGE ENVELOPES Regular Mail 15
Airmail .24
OPDISIZE fenvelopss oret | Regular Mall - 4
or shape or small packels) Alrmail .75
Regular Mall .90
PACKAGES ’ Airmail 4.50
" SRS
! SERVICE COST PER PIECE?‘

REGISTERED MAIL $ .75

CERTIFIED MAIL .30

INSURED MAIL _ .30

RETURN RECEIPTS .10

SPECIAL DELIVERY .60

SPECIAL HANDLING .50

* CHARGE IN ADDITION TO COST FOR

REGULAR SERVICE

; Postage Rates for Official Mail
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MATERIALS FOR ASSEMBLING AND FORWARDING Memorsndumg Parr VIII

INDEX

‘ page

A, REFERENCE TABS . . . . . . . . . . . . ... A |
B. PRIORITY TAG, FORM 160 . . . . . . . . . .. A |
C. TRANSMITTAL SLIP, FORM 241 . . . . . . . . . . . . . .. 2
D. OFFICIAL ROUTING SLIP, FORM 237 . . . . . . . . . ... 3
E. ROUTING AND RECORD SHEET, FORM 610 . . . . . .. . . 4
F. COURIER RECEIPT AND LOG RECORD, FORM 240 . . . . . 5
G. DOCUMENT RECEIPT, FORM 615 . . . . . . . . . . . . .. 6
H. POSTAL SLIP, FORM 239 . . . . . . . . . . . .. .. U
Pocungnd Coltio) w238 . . . _  _ _ . ¥

FOf-BFFIGHEUSE-ONLY i
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Part VIII MATERIALS FOR_ASSEMBLING AND FORWARDING Memoranduns

E. Routing and Record Sheet, Form 610

" The extent of review and concurrence in offices through whlch
memorandums = may pass is often indefinite. Therefore, for. memo-
randums of more than a routine nature, provisions should be made for
extended routing. The form provides space for added comments
and serves as a protective covering over the original.

(] UNCLASSIFIED [ [NTERMAL [T CONFIDENTIAL (] SECRET
ROUTING AND RECORD SHEET

SUBJECT: (Optional)

FROM - i { EXTENSION | NG
| oare -
TO  Officer designalion, room number, and DATE
_building} OFFICER'S | COMMENTS (Number wach comment to show from whom

N - INITIALS to whom, D fi | .
RECEIVED | FORWARDED whom. raw o line across column after each comment.)

¥t 610 "LhSE™ ] SECRET  [] CONFIDENTIAL [ NTERMAL ™ ynciassIFiED
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(153 M) * 183 ot

MATERIALS FOR ASSEMBLING AND FORWARDING Hemorandums ParTt VIII

F. Courier Receipt and Log Record, Form 240

All envelopes or packages containing material classified CONFI-
DENTIAL and above, transmitted between buildings within or outside
CIA, are customarily accounted for by a Courier Receipt. Receipts
are prepared in an original and two copies. Copy one is inserted in
the window pocket or securely attached to the envelope or package
without a window pocket. Copies 2 and 3 contain logging informa-
tion for use by the originator and the recipient. When log data has
been added to the Courier Receipt, copy 3 shall be inserted inside
the package to be delivered to the addressee. Copy 3 becomes the
log record in the receiving office.

FROM | NO.E 492608

DATE

TYPE OF MATERIAL

TO: | ENVELOPE (s)

| PACKAGE (s)
OTHER

L R

“ORIGINATOR: DO NOT COMFLETE THIs COPYWIRLOW THIS LINE. MVE"TW
IF LOG DATA IS TO BE ADDED ON COPIES 2 AND 3. INSERT ONLY THIS COPY IN THE
WINDOW POCKET, OR ATTACH SECURELY TO ENVELOPE OR PACKAGE WITHOUT A
WINDOW POCKET.

SIGNATURE OF RECIPIENT (NOT INITIALS) DATE AND TIME OF RECEIPT

COURIER’S RECEIPT

1

FORM 240 USE PREVIOUSB (24-25)
6-60 EDITIONS

COURIER RECEIPT AND LOG RECORD
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ParTt VIII MATERIALS FOR ASSEMBLING AND FORWARDING  Memorandums

G. Document Receipt, Form 615

A Document Receipt is required for all memorsndums classified
SECRET or CONFIDENTIAL transmitted outside CIA. Its use is
optional for classified memoranduns ~ transmitted within the Agency.
Document Receipts are prepared in an original and one copy. The
original is transmitted with the, memorandums , , the duplicate copy is
retained by the office until the original bearing the recipient’s signa-
ture is returned. The duplicate copy is then destroyed.

CENTRAL (NTELLIGENCE AGENCY NOTICE TO RECIPIENT COURIER REC. NO. DATE SENT
DOCUMENT RECEIPT Sign and Return as Shown on Reverse Side
SENDER OF DOCUMENT(S) \ROOM 'smc. DATE DOCUMENT{S] SENT
DESCRIPTION OF DOCUMENT(S) SENT
CIA NO. DOCUMENT DATE COPIES DOCUMENT TITLE ATTACHMENTS CLASS
RECIPIENT
ADDRESS OF RECIPIENT SIGNATURE [ACKNOWIEDGING RECEIPT OF ABOVE DOCUMENT(S])
omce DATE OF RECEIFT

FORM USE PREVIOUS EDITIONS
12-61 6] 5

T0 PQJA snlgrge%'re!w% outgoing messenger box for return to sender of document

through agency messenger service.

TO: NON-CIA RECIPIENT

Place signed receipt in envelope and transmit fo:
CENTRAL INTELLIGENCE AGENCY

_uashington, DeGe  Stop 64

L 20505 7 ' ]

#GPO : 1962 O - 661682

BACK
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DD/S 65-0000
INFORMAL MEMORANDUM

This form way be adc_:_lressed by t title or_ namel

——————

MEMORANDUM FOR: Director of Personnel

mewwmmmx’mm

e 0000 00000000000605060000%0 .

memxxxyxmnmmxxxxxxxxxx .

R. L. Bannerman

OR, VARY INFORMAL
This form never used for ExDir, DDCI ox DCI.

MEMORANDUM FOR: Mr. Echols

Eck:

memwmﬂm

mmmmummmm.

XXX KR X KKK KKK AKX KKK KKK KKK XX KK KKK KARL

xxxx_}';\xxxxxxxxxxxxxxxxxxxxxxxxx )0 090500660 M
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- : -09.3.,1'[ -{&us;:(_) fomix
EXTRACT ) DD/S 65-0000 R

L L I T L I T ¢

A portion of any coxrespondence which
is sent to an office or person for informa-

tion.

.

6 January 1963
(The date the material

quoted was written)
MEMORANDUM FOR THE FILE

E-X-T-R-A-C-T

i

"4, X;ooucmcxxxxxxx:ocxxxm.uomxxxmocxxxxxmcxx. etc.
"a, XXXXXXXXX, etcC.

", Xxxxxxxxx, etc.

E-X-T-R-A-C-T
DD/S:RLB:fp )
Distribution: )
" O - D/Log on 10 January 63.) On DD/S copies only
1 - DD/S chrono RE
1 - DD/S subject )
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APPROVAL MEMORANDUM L DD/S 65-0000

MEMORANDUM FOR: Director of Central Intelligence

SUBJECT 1 XXKXXXXXXKXXXX X XXKAXKXXXXKXX XXKXX

1. This memorandum contains a recommendation for your approval;
such recommendation is contained in paragraph 4.

2, XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

R. L. Bannerman
Deputy Director
foxr Support

The vecommendation contained in paragraph 4 isapproved.

'

Richard Helms " Date
Director of Central Intelligende

Distribution:
O - DD/S (Distribution shown on original
1 -ER on approval papers only.)
1 - DD/S chrond .

B l - DD/S subject (w/hcld) .

’ l - (any information addressee)

e e —
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MEMORANDUM FOR THE FILE - DD/S 65-0000

MEMORANDUM FOR THE FILE

SUBJECT: XXXXXXXXXXXXXXXX  XXXXXXHIOOK

1. Xooooooaaxxxooxoxexx, etc.
2. XXX XXXXXX, etc.

3. XXXXXXXOXKXXKXKXXX, etc.

R. L. Bannerman
Deputy Director
for Support

DD/S:RLB:fp
Distribution:
O - DD/S subject
1 - DD/S chrono

Shown on original.

N N Nt

|
!
!
3
[
|
1
]
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2. MEMORANDUM FOR: Form 101

This form is used for brief informal memoranda within the Agency.
It mey be handwritten.,

MEMORANDUM FOR:

(DATE)

FORM NO. lOI REPLACES FORM 10-101
i AUG §4 ‘WHICH MAY BE USED, 147)

]

—.-.— Approved For Release 2009/04/10 : CIA-RDP74-OOOO5R000200160003-2 e
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3. PRIORITY TAG, Form 160

This form aids in expediting the routing and processing of corres-
pondence whenever other than routine handling is required. The tag
is colored red, size 3" x 13", and is reusable.

Y

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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4. REFERENCE TABS, Forms 163 and 163a

These forms are an invaluable aid to officials reviewing correspon-
dence. They are particularly helpful when correspondence is bulky
or is to be reviewed by several officials. Form 163 is used to
indicate: signature; official file copy; concurrence and approval.
Form 163a is used to indicate: attachments and references.

APPROVAL - OFFICIAL
- e
| ‘ / c
A Dy
A4 :
bt
. : O
¥NINO? JWNLYNOIS N
O
® REFERENCE
0
g3
21
INWHDVLLY

Reference tabs are designed for repeated use. They are attached with

paper clips as shown. These tabs are available at Bullding Supply Rooms.

k]

Approved For Release 2009/04/10 : CIA‘-RDP74-OOOO5R000200160003-2 e e e
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5. OFFICIAL ROUTING SLIP, Form 237

Correspondence or other material routed in consecutive order to two or
more parties in Headquarters is transmitted by an Official Routing Slip.
This form is also available without CIA identification.

SENDER WILL CHECK CLASSIFICATION TOP AND BOTTOM
[ UNCLASSIFIED | | CONFIDENTIAL | | SECRET

CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

TO NAME AND ADDRESS DATE INITIALS

1

2

3

4

5 .

6

ACTION DIRECT REPLY PREPARE REPLY !

; APPROVAL DISPATCH RECOMMENDATION
. COMMENT FILE RETURN
CONCURRENCE INFORMATION SIGNATURE
: Remarks:

,w“u._-,‘.‘rw'.w.,qw,ﬂr,.m.“,,v‘.

FOLD HERE TO RETURN TO SENDER
FROM: NAME, ADDRESS AND PHONE NO. DATE

; | TUNCLASSIFIED | | CONFIDENTIAL | SECRET
140)

Fo;r‘!llo. 237 Use previous editions

e s e

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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PART VITI MATERIALS F'OR ASSEMBLING AND FORWARDING MEMORANDA

‘bi DOCUMENT CONTROL, Form 238

This six-part form is designed to provide intra-office mail control
when the volume of correspondence justifies using control measures.

Generally other transmittal or routing slips are unnecessary when

this form is used.

: : OUT |SUSPENSE DATE| CROSS REFERENGE OR
DATE OF DOC | DATE REC'D | DATE OU : POINT OF FILING
TO CE OR
DATE NG
FROM ROUTING SENT
suBJ. ,
1CE OR
ATE ING
ZNT :
; R
‘ATE
;ENT
T = -
[ OR
I T E
T = I
COURIER NO. ANSWERED NO REPLY 1 : —_ —
. _ —_— T
COURIER NO. ANSWERED NO REPLY 1 2 —_— I
COURIER NO. ’ ANSWERED ’ NO REPLY ] ‘ 3 _—
| COURIER NO. ‘ ANSWERED ' NO REPLY ,[ - i
\ :
° COURIER NO. , ANSWERED NO REPLY 1 ! 5 —_—
; [ [
COURIER NO. ANSWERED NO REPLY I

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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7. COURIER RECEIPT AND 10G RECORD, Form 240

A11 envelopes or packages containing material classified CONFICENTIAL
and above, and transmitted between CIA buildings or outside CIA, are
customarily accounted for by Courier Receipts. Receipts are prepared
in an original and two copies. Copy No. 1 is inserted inserted in
window pocket of envelope or securely attached to envelope or package
without window pocket. Copies No.2 and No. 3 have space for logging
information for use by originator and recipient., When log data has
been added to the Courier Receipt, copy No. 3 shall be inserted inside
the package to be delivered to the addressee., Copy No. 3 becomes the

log record in the receiving office.

o |"r3ost0

DATE

TYPE OF MATERIAL

TO: ENVELOPE (8)
PACKAGE (8)
OTHER

ORIGINATOR: DO NOT COMPLETE THIS COPY BELOW THIS LINE, REMOVE THIS COPY

4 IF LOG DATA IS TO BE ADDED ON COFIES 2 AND 3, INSERT ONLY THIS COPY IN THE [pURES
: COURY W!Npow POCKET, OR ATTACH BECURELY TO ENVELOPE OR PACKAGE WITHOUT A -
i WINDOW POCKET. PICKUP
. . M SIGNATURE OF RECIPIENT (NOT INITIALS) DATE AND TIME OF RECEIPT Date Time
10
{
. FROM
H
COURIER'S RECEIPT 1
FORM 240 USE PREVIOUS (24-28)
6-60 EDITIONS :
. searep mnve
- [0 smaurp packs _
[ rockmEp maIL o
" COURIER RECEIPT AND LOG RECORD -
SIGNATURES CONSTT
CEIVED IN GOOD €O, IPT
1. SIGNATURH OF O} Date Time
o (26-33)

-Form 240a Use Previous
1 6-69 Lk

dition

Form 24Oa (pink) is used for transmitting Top Secret material.

- Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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8. TRANSMITTAL SLIP, Form 241

This slip is used for transmitting correspondence and other material
within Hesdquarters when only one addressee per document is involved.

DATE
TRANSMITTAL SLIP
TQ:
ROOM NO. { BUILDING
REMARKS:
1

FROM: : :
ROOM NO, BUILDING EXTENSION ‘

i i
renss 241 LAY bt beeb. | @

4
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9, ROUTING AND RECORD SHEET, Form 610

The extent of review and concurrence in offices through which cor-
respondence may pass is often not known before. New provisions
should be made for, extended routing. The routing and record sheet
serves this purpose., It provides space for comments and serves as
a protective covering for the original.

R - - o e T i b s o ————y

[] UNCLASSIFIED [ UTERNAL [] CONFIDENTIAL [] SECRET
ROUTING AND RECORD SHEET q

SUBJECT: (Optional)

FROM;: NO. |

DATE

OFFICER'S | COMMENTS (Number eoch comment to show from whom

TO: (Officer designation, room number, and  DATE
‘ INITIALS fo whom. Drow o line across column after each comment.)

building)

RECEIVED | FORWARDED

13.

14,

15.

"W 610 “mere” [] SECRET  [] CONFIDENTIAL [ [KERMSL ] UNCLASSIFIED

!

g e e

—— e APProved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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10. DOCUMENT RECEIPT, Form 615

A Document Receipt is required for all correspondence classified SECRET
transmitted outside CIA. TIts use is optional for SECRET correspondence
transmitted within the Agency and CONFIDENTIAL material forwarded out-
side CIA. Document Receipts are prepared in an original and one copy.
The original is transmitted with the correspondence; the copy is retain-
ed by the sender until the origninal bearing the recipient's signature

is returned. The copy is then destroyed.

!

CENTRAL INTELLIGENCE AGENCY NOTICE TO RECIPIENT COURIER REC. NO. DATE SENT
DOCUMENT RECE'PT . Sign and Return as Shown on Reverse Side
SENDER OF DOCUMENT(S) ROOM BLDG, DATE DOCUMENT(5) SENT

DESCRIPTION OF DOCUMENT(S) SENT

CIA NO. DOCUMENT DATE COPIES DOCUMENT TITLE ATTACHMENTS CLASS
RECIPIENT
ADDRESS OF RECIPIENT SIGNATURE (ACKNOWLEDGING RECEIPT OF ABOVE DOCUMENY(S))

OFFICE

DATE OF RECEIPT

FORM USE PREVIOUS EDITIONS
1201615

TO: CIA RECIPIENT

(33)

Place signed receipt in outgoing messenger box for return to sender of document

through agency messenger service.

TO: NON-CIA RECIPIENT _

Place signed receipt in envelope and transmit to:

- T

CENTRAL INTELLIGENCE AGENCY
2430 E STREET NW., .
WASHINGTON 25, D.C. Stop 64

L ‘ |

— Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2 e
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11, MEMORANDUM FOR THE RECORD, Form 195k

This forms is used to record important data or events.

CLASSIFICATION

DATE
MEMORANDUM FOR THE RECORD
SUBJECT FILE NUMBER
OFFI1CE AND TITLE SIGNATURE
GROUP 1 (40)
FORM : FROM AUTOMATIC
7.62 1954 CLASSIF ICATION "‘“""’é’i'{'sﬁwfgfnﬂsw

- Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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HIX 4 AdOD
o @ pp/s 65-0000
AEGULAR MEMORANDUM 1
See RM II for those going to ExDir,
DDCI ..ua DCI by title.

MEMORANDUM FOR: Director of Personnel

. SUBJECT ¢ XX REAIOR. KXKKXKAAXXAXK

-

REFERENCE & Memo dtd 5 Oct 65 to DD/S fx D/Pers, same
subject (or . . .subj: Holiday Duty)

- R, L. Bannerman
Deputy Directox
for Support

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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ouaXx {ouax;
Refyrputy “va e !

DD/S 65-0000

REGULAR MEMORANDUM II
Going to ExDir, DDCI, or DCI
by title.

MEMORANDUM FOR: Director of Central Intelligence

SUBJECT ¢ XXXHXAXKKRKKXKHKKK KAXKK KAIXRHXKKKAKXK

1. This memorandum 1s for your information only.

KAXXKXKKXKXXXXKKKKXKXKXXXKK .

3. mgmummmmucxxﬂmmﬂﬁ

R. L. Bannerman
Deputy Director
for Support

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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: : Ve o

:NFORMA L GUIDANCE CONCERNING MR, HELMS' PERSONAL PREFERENCES
‘N THE FORMAT OF CORRESPONDENCE:

1. He prefers addresses to be no longer than four lines, if
possible. '

Example: Mr. John W, Smith, Director
‘ Departmentof. . . , ., ,
0000 1st Street, N.W.
Washington, D.C. 00000

rather than

Mr. John W. Smith
Director

Department of. . .
0000 1st Street, N.W.
Washington, D.C. 00000

2. He prefers the memorandum format rather than a letter, even
wien replying to an incoming letter.

Example: MEMORANDUM FOR: The Honorable Dean Rusk
: The Secretary of State

SUBJECT

rather than the letter format.

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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REFERENCE LINES

- MEMORANDUM FOR:. Executive Director-Comptroller

SUBJECT _ : Holiday Duty

REFERENCE : Memo dtd 25 Oct 64 to DD/I, DD/S, DD/P and
DD/S&T fr ExDir-Compt, same subject

.. there 1s more than one reference:

MEMORANDUM FOR: Executive Director -Comptroller

=JBJECT ' : Holiday Duty

REFERENCES : (a) Memo dtd 25 Oct 64 to DD/1, DD/S, DD/P and
DD/S&T fr ExDir-Compt, same subject

(b) Memo dtd 5 Nov 65 to ExDir thru DD/S fx DD/P,
~ §ame subject

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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?ROPER WAY OF LI/ NG ATTACHMENTS O
v B

R. L. Banncrman
Deputy Director
for Support

Att
Memo dtd 5 Nov 65 to DD/S ) If the attachment is clearly spelled out
fr D/Pers, subj: Recruitment ) in the body of the memorandum, there
is no reason to spell it out here,

BUT =-- Do NOT use the phrase "As stated",
simply list "Att",

IF TIHHERE ARE TWO OR MORE ATTACHMENTS:

2 Atts
Att 1 Memo dtd 5 Nov 56 to DD/S
fr D/Pers, subj: Recruitment
Att2: Memo dtd 23 Oct 65 to DD/S
fr D/Pers, subj: Recruitment

N:.e: Please try to avoid using Tab A, Tab B, Tab C, etc., in listing
at.achments.

IF "HERE ARE ATTACHMENTS PLLUS A COURTESY COPY LINE, they
are shown as follows:

R. L. Bannerman
Deputy Director
for Support

At

Reference (or, Referent memorandum)

cc: General Counsel
Director of Personnel

-7 NC "E: Memoranda have "Attachments”

Letters have "Enclosures"

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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CENTRAL INTELLIGENCE AGENCY
WASHINGTON 25, D, C,

OFFICE OF THE DIRECTOR

NOT.. . Memoranda to the President are double-spaced.

MEMORANDUM FOR THE PRESIDENT

SUBJECT: S:ifety Program of the Central Intelligence Agency

In accordance with , . .

i'wish to assure you. . .

Richard Helmé
Director

Attachment

o 3 e e e ok

ON CIA COPIES ONLY:
DD/S:RLB:fp (ON DD/S COPIES ONLY)
Distribution:
O&l - Addressee w/att
1 --Signing Official w/att
1 - ER w/att :
2 + DD/S w/att R. L. Bannerman Date
1 - D/Sec w/att, Deputy Director
" for Support

CONCUR:

—.

Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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(When Filled In)

DATE
REPLY REQUESTED

SPEED LETTER

LETTER NO.
YES NO

T0 FROM:
ATTN:

SIGNATURE

DATE

REPLY

SIGNATURE

RETURN TO ORIGINATOR

FORM -—frADrT
s-61 183l Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160003-2
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